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ABSTRACT 
 
The analysis of jobs and roles is one of the most important techniques in 
personnel management.  It provides the information required to produce job 
descriptions and person- and learning / training specifications.  It is of 
fundamental importance in organisation and job design, recruitment and 
selection, performance management, training management development, career 
management, job evaluation and the design of pay structures.  These constitute 
most of the key processes of personnel management. 
 
In terms of the Local Government: Municipal System Act, a municipal manager, 
within a policy framework determined by the municipal council and subject to any 
applicable legislation, must - 
 
• approve a staff establishment for the municipality ; 
• provide a job description for each post on the staff establishment ; 
• attach to those posts the remuneration and other conditions of service, as 
may be determined in accordance with any applicable labour legislation ; 
and 
• establish a process or mechanism to regularly evaluate the staff 
establishment and, if necessary, review the staff establishment and the 
remuneration and conditions of service. 
 
The overall purpose of the research was to develop a model for the 
implementation of the Tuned Assessment of Skills and Knowledge (T.A.S.K.) 
job evaluation system at municipalities, in the Eden/Overberg/Central Karoo 
region. 
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The research methodology comprised of the following steps: 
 
• a literature study on job evaluation and a discussion of the different job 
evaluation systems with special reference to the T.A.S.K. job 
evaluation system ; 
• the development of a model for the implementation of the T.A.S.K. job 
evaluation system in the Eden/Overberg/Central Karoo region ; and 
• the empirical data required to achieve the research objective which 
was obtained by means of postal and electronic questionnaires to 
employees of the various municipalities in the geographical area that 
will be covered by this research. 
 
The following recommendations are made regarding the data obtained from this 
study: 
 
Firstly, briefing sessions at municipalities must include employees of all levels 
and the following methods must also be added to the process -  
 
• Insert articles in the in-house newsletter ; and 
• Attach a memorandum to employees’ pay advice, informing them about 
the T.A.S.K. job evaluation system and later on about the progress of the 
process. 
 
Secondly, all disputes regarding placement must be resolved before employees 
are allowed to draw up their relevant job descriptions. 
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Thirdly, a municipality must submit fifteen complete job description forms from 
various levels, to the Principle Job Evaluation Committee (P.J.E.C.) in order for 
them to conduct quality control.  If the P.J.E.C. informs the municipality that those 
job descriptions are up to standard, they will be allowed to continue with the 
writing of job descriptions. 
 
Fourthly, incumbents must be allowed to complete their job descriptions in their 
preferred language.  If necessary, it will be the  P.J.E.C.’s  responsibility to 
translate these job descriptions for the National Moderation Commission. 
 
Fifthly, before a post is evaluated, interviews must be conducted with the 
incumbent of the post and both unions must attend these interviews in an 
observant capacity. 
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1 
CHAPTER 1: INTRODUCTION, PROBLEM STATEMENT AND 
OUTLINE OF RESEARCH PROJECT 
 
1.1. INTRODUCTION 
 
On July 2001, the Trade Union and employer parties in the South 
African Local Government Bargaining Council agreed to the 
implementation of the T.A.S.K. job evaluation system in all 
Municipalities in South Africa. T.A.S.K. stands for the Tuned 
Assessment of Skills and Knowledge. (South African Local 
Government Association (SALGA) Communication: 25 June 2002) 
 
T.A.S.K. is a system of job evaluation that uses defined skill levels and 
factors to grade all posts in the organisation thereby increasing 
objectivity and reliability within the process of grading posts.  T.A.S.K. 
was originally designed in the early 1980’s and it has been developed 
and enhanced on an ongoing basis to ensure its current validity.  There 
are no complex calculations, complicated definitions or terminology.  
Terminology is clearly defined and procedures are standardised. A 
computerised version of T.A.S.K. was introduced in 1995, which assists 
in the fine-tuning process and thus further enhances the process and 
the standardisation of the results obtained. 
 
The T.A.S.K. system was chosen because it was deemed appropriate 
for local government, it is universally applied, simple to use and easy to 
understand. The T.A.S.K. system is used extensively in a wide variety 
of organisations across the full economic sector in the country. (SALGA 
Communication: 5 February 2003) 
 
There are particular advantages for an organisation that makes use of 
a formal and uniform job evaluation system. These advantages will be 
of great importance to organisations, especially in the new South 
Africa. (Gerber, Nel and van Dyk, 1987: 239)  
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A distinction can be made between direct and indirect advantages. 
(IPM Journal Fact Sheet, 1988: 171-3).  Direct advantages include the 
following: 
 
• It eliminates in as far as this is possible personal prejudices in 
the evaluation of the relative worth of a job. 
• It establishes a fair and comparable compensation structure for 
all employees. 
• It offers a logical job hierarchy to which a system of employee 
benefits and services can be linked. 
• It provides an objective system on the basis of which 
negotiations with trade unions can take place. 
• It establishes a sound compensation structure on which 
compensation reviews can be based. 
 
Indirect advantages include the following: 
 
• A hierarchy of jobs is established that can be used in 
organisational structuring and career planning. 
• Job descriptions are developed that can be used for, among 
other things, selection, placement, performance appraisal, 
training and development.  
 
The reason for using a uniform job evaluation system in local 
government is that different systems currently exist in different 
municipalities.  In newly amalgamated municipalities there may be a 
number of different systems through which jobs were previously 
evaluated.  There is also such a variety of post names used in different 
municipalities that it is impossible to compare jobs from one to another. 
Having one system will mean that employers and employees will be in 
a better position to compare one municipality and its workforce with 
that of another.   
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It will allow for: 
 
• A consistent basis for pay and remuneration in which the 
relationships between jobs is systematic and transparent both 
within and between municipalities ; 
 
• Clearer and consistent job descriptions and job titles/ 
designation ; 
 
• A better understanding by employer and employees of the skills 
content of posts and therefore their education and training 
needs ; and 
 
• A basis for understanding employment cost factors from one 
municipality to another. 
 
 1.2 MAIN PROBLEM 
 
The main problem that will be addressed in this dissertation is:  
“What model can be used for the implementation of the T.A.S.K. job 
evaluation system at municipalities, in the Eden/Overberg/Central 
Karoo region?”. 
 
1.3 SUB-PROBLEMS 
 
An analysis of the main problem allows for the identification of the 
following sub-problems: 
 
• Sub-problem 1:  
 What knowledge is required from the T.A.S.K. job evaluation  
 system? 
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• Sub-problem 2: 
 What guidelines are required for the implementation of the  
 T.A.S.K. job evaluation system? 
 
1.4 OBJECTIVES OF THE RESEARCH 
 
The overall purpose of this research is to develop a model for the 
successful implementation of the T.A.S.K. job evaluation system at 
municipalities in the Eden/Overberg/Central Karoo region.  More 
specifically the objectives of this research are to: 
 
• Determine from the relevant literature, what strategies should be 
utilised to implement a job evaluation system ; 
• Identify specific strategies that can be used to implement the 
T.A.S.K. job evaluation system ; 
• Establish the extent to which specific municipal employees 
agree that these strategies can assist their organisations in the 
implementation of the T.A.S.K. job evaluation system ; and 
• Make recommendations on strategies that these municipalities 
can use to implement the T.A.S.K. job evaluation system. 
 
1.5  DEMARCATION OF THE RESEARCH 
 
The geographical area (see figure 1.1) that will be covered in the 
research is the Eden/Overberg/Central Karoo region. This region 
includes 17 municipalities and a total workforce of 6725 employees. It 
is estimated that 2018 posts will be evaluated by the T.A.S.K. job 
evaluation system. 
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Figure 1.1 
The coloured areas indicate the areas that will be covered by the 
research. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.6  DEFINITION OF KEY CONCEPTS 
 
1.6.1 Municipality 
  
The constitution, Act no 180 of 1996, defines the status of 
municipalities as follows in section 151: 
 
• The local sphere of government consists of municipalities, which 
must be established for the whole of the territory of the Republic 
of South Africa. 
 
 
 
 
EDEN REGION:  
 
Municipality:  Town: 
 
Eden   George 
Bitou   Plettenberg Bay 
Knysna  Knysna 
George  George 
Oudtshoorn Oudtshoorn 
Kannaland Ladismith 
Mossel Bay Mossel Bay 
Langeberg Riversdal 
 
CENTRAL KAROO REGION: 
 
Municipality: Town: 
 
Central Karoo Beaufort West 
Beaufort West Beaufort West 
Prince Albert Prince Albert 
Laingsburg Laingsburg 
 
OVERBERG REGION: 
 
Municipality: Town: 
 
Overberg  Bredasdorp 
Overstrand Hermanus 
Theewaterskloof Caledon 
Cape Agulhas Bredasdorp 
Swellendam Swellendam 
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• The executive and legislative authority of a municipality is vested 
in its Municipal Council. 
 
• A municipality has the right to govern, on its own initiative, the 
local government’s affairs of its community, subject to national 
and provincial legislation, as provided for in the constitution. 
 
• The national or provincial government may not compromise or 
impede a municipality’s ability or right to execute its powers or 
perform its functions. 
 
1.6.2 Job evaluation 
 
Wallace and Fay (1988: 404) define job evaluation as a formal process 
through which management allocates salary scales or grades to jobs in 
accordance with a predetermined method for the evaluation of the job’s 
internal worth to the organisation.   
 
Burgess (1989: 469) defines this as follows: the formal process by 
which management determines the relative value to be placed on 
various jobs within the organisation. 
 
1.7 REASONS FOR AND SIGNIFICANCE OF THE RESEARCH 
 
The most important reason for the research is that the results of the 
T.A.S.K. job evaluation system must be implemented on 1 January 
2004.  However if some municipalities had completed the process 
before 1 January 2004, they could be implemented as from 1 July 
2003. 
 
Due to the fact that there are no clear guidelines from national level 
regarding strategies on how to implement T.A.S.K. it will be of the  
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utmost importance that a model be developed on how to implement 
T.A.S.K. successfully. 
 
The third reason for this research is the fact that currently there is a 
lack of knowledge on all aspects of the T.A.S.K. post evaluation 
system. The lack of knowledge is not only from the side of the 
employees but also from management and councillors. 
 
The last reason is the fact that a moratorium was placed on the 
evaluation of posts in local government as from June 2000.  However 
after the elections of December 2001 new municipalities were formed 
through the process of amalgamation.  The problem arising from the 
amalgamation process was that employees in the same post, at the 
same municipalities, were paid different salaries.  The only way that 
this problem can be resolved, is through a uniform evaluation system.  
 
Another problem of newly amalgamated municipalities was the 
development of new organograms.  The result of this is employees who 
were placed in new positions, which must still be evaluated. This 
creates motivational problems at local government level.  
 
1.8  RESEARCH DESIGN  
 
In order to develop and define a practical solution to the stated main 
and sub-problems, the following research procedures were followed: 
 
1.8.1  Literature survey 
 
• Papers delivered and received at workshops and training 
sessions regarding T.A.S.K. 
 
• Relevant web-sites were visited. 
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• Relevant literature was studied to identify key elements in order 
to develop a practical solution to the stated main problem. 
 
1.8.2  Empirical study 
 
• The model was sent out to selected municipalities in the 
geographical research area for comments. 
 
• Interviews were conducted with various role-players in and 
outside the geographical research area. 
 
1.7.3 Development of a model for the implementation of T.A.S.K. 
 
The results of the literature survey and the empirical survey were used 
to develop a model for the successful implementation of T.A.S.K. in the 
demarcated area.  This research will be relevant to other regions to 
enable them to implement T.A.S.K. successfully in their regions. 
 
1.8 CONCLUDING REMARKS 
 
The aim of this chapter was to indicate the importance of a uniform job 
evaluation system for Municipalities in South Africa and to identify the 
main and sub problems of the research and to outline how the research 
can be employed to resolve this problem.  The importance of the 
research as well as the research procedures to be followed was 
elaborated on in the compilation of the research design. 
 
In Chapter 2 the pro’s and con’s of a job evaluation system, the uses of 
job evaluation systems and the principles of job evaluation will be 
explained.  The different steps in the job evaluation process as well as 
the following job evaluations systems will be discussed:  
• The Patterson decision making model ; 
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• The Peromnes system of job evaluation ; 
• The Hay method and 
• The JE Manager system. 
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CHAPTER 2: JOB EVALUATION 
 
2.1 INTRODUCTION 
 
According to Gerber, Nel and van Dyk (1996: 238) job evaluation is a 
method used by large organisations to determine the relative levels of 
responsibility of jobs in the organisation. The aim of job evaluation is to 
establish a logical hierarchy of jobs to which a fair and comparable 
compensation structure can be linked.  
 
Carrell, Elbert and Hatfield (1995: 510) defines job evaluation as a 
process of systematically analysing jobs to determine the relative worth 
of jobs within the organisation.  This analysis is the basis of a job 
hierarchy and pay ranges.  The result is a pay system with the pay rate 
for each job comparative with its status within the hierarchy of jobs. 
 
According to Armstrong (1995: 585) job evaluation is the process of 
assessing the relative value or size of jobs within an organisation.  Job 
value or size is measured by comparing the incidence of various 
factors in a job such as the knowledge and skills required level of 
responsibility, level of decision making and impact on end results, with 
the incidence of the same factors in other jobs. 
 
Job evaluation is concerned about job content and complexity, and not 
the personal characteristics or performance of the job holder.  Job 
evaluation is often confused with performance evaluation.  Another way 
to look at this distinction between the two processes is that job 
evaluation determines the relative value of the job to the organisation 
while performance evaluation determines the relative value of an 
employee to the organisation. 
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It is not the amount of work allocated to a person which is primarily 
measured, but it’s relative demands, complexity, responsibility and the  
 
competencies required to carry out the job effectively.  The reason why 
the focus is, type of work undertaken, rather than volume, is that work 
volume frequently varies over time, whereas qualitative aspects of the 
jobs are usually more stable, and therefore provide a more reliable 
basis for measuring job value. (Memory Nguwi: Group HRM for Rapid 
Financial Holdings Limited: The Financial Gazette, 10 July 2003) 
 
The immediate objective of the job evaluation is to obtain internal and 
external consistency in wages and salaries. Internal consistency is 
concerned with the concept of relative wages within the firm. If, for  
example, the supervisor is paid less than a subordinate, these rates are 
inconsistent. External consistency refers to a desired relatively of an 
organisation wage structure to that of the community, the industry, or 
the nation. The organisation can choose to pay the going rate, more 
than the rate, or less. Wage and salary surveys are necessary for the 
determination of external consistency. 
 
According to Flippo (1984: 292) internal and external consistency are 
the immediate objectives of job evaluation, its ultimate objective is 
employee and employer satisfaction with wages and salaries paid. 
Management wishes the employee to perceive that his or her 
compensation is fair and equitable. Management hypothesizes that 
development of rational consistency, both internally and externally, will 
increase the likelihood that compensation will be seen as just and 
equitable.  
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2.2 PRO’S AND CON’S OF JOB EVALUATION SYSTEMS 
 
There are particular advantages for an organisation that make use of a 
formal and uniform job evaluation system. These advantages will be of 
great importance to organisations, especially in the new South Africa 
(Gerber, Nel and van Dyk 1987: 239). 
 
According to Armstrong (1995: 597) a distinction can be made between 
pro’s and con’s of formal job evaluation systems.   
 
2.2.1 Pro’s 
 
The arguments in favour of formal job evaluation are that: 
 
• a rational basis is required for making defensible decisions on 
job grades and rates of pay – such decisions are more likely to 
be accepted if the logic upon which they are based is clear ; 
 
• a consistent approach is required to the management of 
relativities ; 
 
• an equitable pay structure is unlikely to be achieved unless a 
logical method of measuring relative job size exists ; 
 
• equal pay for work of equal value issues can ultimately only be 
resolved by the use of a formal and analytical method of job 
evaluation ; 
 
• a reasonably formal approach to job evaluation provides a 
strategic framework within which rational decisions can be made 
in response to changing organisation structures and roles and to 
market rate pressures ; and 
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• a logical and consistent approach to measuring the relative size 
of jobs will not be achieved unless there is an agreed method 
and set of criteria for doing so which is used by all evaluators 
and represents the values of the organisation as a whole. 
 
2.2.2 Con’s 
 
The arguments against formal, traditional approaches to job evaluation 
are that: 
 
• no scheme has been proved to be valid in that it measures what 
it sets out to measure, or reliable in that it produces consistent 
results – an act of faith is required to believe in job evaluation ;  
 
• ‘whole-job’ comparison schemes look wrong because they seem 
to oversimplify, but analytical systems are also suspect – apples  
and pears cannot be added together; the quantification of 
subjective judgements does not make them any more objective ; 
 
• job evaluation relies on human judgement; its methodology may 
be logical and it may provide guidelines on the exercise of 
judgement, but these are subject to different interpretations and 
varying standards among assessors, and their preconceived 
notions ensure that subjectivity creeps in ; 
 
• averaging a group of subjective judgements, as achieved when 
job evaluation panels reach a consensus view, does not make 
them any more objective ; 
 
• all formal evaluations schemes deteriorate as the organisation 
changes and as evaluators become more skilled at manipulating 
the system; grade drift (unjustified upgrading as a result of this 
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 manipulations) occurs and the pay structure is no longer 
 equitable ; 
 
• job evaluation schemes can be costly to install and maintain – 
installation costs include not only consultancy fees, if applicable, 
by the inevitable increase in the pay bill after introducing job 
evaluation, usually at least three per cent ; and 
 
• is not the universal panacea that some businesses think it to be: 
handling its introduction can be a very delicate matter; 
evaluations can upset long-standing differentials and grading 
and thus create more problems than they solve; the installation      
of job evaluation always creates expectations that everyone’s 
pay will increase and however carefully you explain that such 
increases will not happen, a number of people, sometimes a lot 
of people, will inevitably be disappointed. 
 
To sum up, job evaluation attempts to impose objectivity on a process 
of subjective judgement.  In the last analysis all job evaluations 
schemes boil down to organised rationalisation. 
 
The pro’s for job evaluation as given above appear to be self-evident, 
but the con’s are formidable and reading them prompts the question, ‘Is 
job evaluation really necessary?’.  The answer is, of course, yes.  You 
cannot avoid evaluating jobs.  That is what you do every time you 
decide on what one job should be paid in relation to another.  Job 
evaluation is therefore always necessary although it does not have to 
take the form of one of the traditional methods (Armstrong 1995: 599). 
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2.3  PRINCIPLES OF JOB EVALUATION 
 
Effective job evaluation is based on the following principles (Röhlig – 
Grindrod Pty (Ltd): 1 March 2001): 
 
• The job itself is examined and not the person doing the job. The 
content requirements of the job must not be confused with 
personal attributes, merits or performance of the job incumbents. 
 
• Proper and competent performance of the job in accordance 
with the normal job standard is assumed. It is further assumed 
that all other jobs within the organisation that relate to the job 
being examined are performed competently and properly. 
 
• The job is evaluated as is, and not with regard to ideals or future 
projections. 
 
• Unlikely events in the normal performance of the job are 
disregarded.  
 
2.4 FACTORS IN THE SELECTION OF A JOB EVALUATION   
SYSTEM 
 
According to an article as published in a website 
(www.washintonea.org) the following factors are considered in  
the selection of a job evaluation system: 
 
• Ease of Implementation: Any job evaluation system, to be 
truly useful, must provide a basis for the evaluation of 
changing and new job titles as well as existing job titles.  A 
good system may well be labour-intensive.  In fact, systems 
that rely on thorough job analysis are often the most  
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 enduring.  Ease of implementation necessitates that a 
 system be amenable to use by personnel professionals and 
 job incumbents. 
 
• Documentation of Job evaluation Procedures: Avoid the 
“black boxy” syndrome.  How a job evaluation system is 
applied is as important as the components of the system 
itself.  No matter how well the system works, it will not be 
trusted unless the process is clear, fair and well-understood. 
 
• Reliability and Validity: The same people evaluating the 
same position at different times should arrive at the same 
results.  Different people evaluating the same position at the 
same time should arrive at the same results. 
 
• Utility for a Broad Array of Positions: A good job 
evaluation system should allow credible comparisons of very 
different jobs. 
 
• Specificity of Criteria for Job evaluations Decisions: 
Specific criteria are necessary if a system is to be valid and 
reliable.  Specific criteria minimize the subjectivity in job 
evaluation.  The criteria must be neither implicit nor vague.  
Clear and explicit criteria are key to a valid and reliable 
system. 
 
• Reduction of “Grade Creep”: Substantial changes in the 
demands of a job are required for re-classification. 
 
• Reflection of Organisation’s Values: The ranking of the 
position should reflect agreed-upon value to the organisation. 
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According to Memory Nguwi, the Group Human Resources Manager 
for Rapid Financial Holdings Limited, (The Financial Gazette, 10 July 
2003) it is also important to get work force understanding and 
acceptance of the system before it is introduced.  If the scheme is not 
developed in a participative way, this could lead to a greater level of 
employee suspicion and less employee commitment to results. 
 
It is also important to ensure that a senior person within the 
organisation is involved with the project so that an understanding of the 
underlying philosophy does not come from the consultant.  Should 
understanding of the system fade when the consultant leaves, resultant 
problems will be difficult to resolve.   
 
Job evaluation is most effective as a participative exercise and this in 
itself can improve relations between management and staff. It is 
therefore recommended that job evaluation is introduced or revised 
jointly by allowing management and employees or their representatives 
to discuss relevant issues initially in a non-negotiating forum.  A joint 
approach is more likely to commit both parties to the outcome of the 
exercise.  A jointly agreed job evaluation scheme can remove emotions 
from grading queries by allowing reasoning, rather than confrontation, 
to prevail. 
 
2.5 STEPS IN JOB EVALUATION 
 
According to Middlemist, Hitt and Greer (1983:284) the first step in job 
evaluation requires a thorough job analysis. Based on the job analysis, 
job descriptions are written. 
 
In establishing a systematic approach to measuring job worth, there are 
a number of prerequisites.  Firstly, a reasonably, clear and accurate job 
description and specification must be available to provide data 
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concerning the factors to be measured. Secondly, a decision must be 
concerning what groups of employees and jobs are to be covered by a 
single evaluation system.  A final prerequisite is the selling of the idea 
of systematic evaluation to all participants in the system. Selling the  
 
approach is the first and last step, and the insistence upon it is 
consistent with the concept that a correct salary must be satisfactory to 
both employee and employer.  (Flippo 1984: 292) 
 
2.5.1 Job analysis 
 
Flippo (1984: 110) defines job analysis as the process of studying and 
collecting information relating to the operations and responsibilities of a 
job. 
 
Jackson and Musselman (1987: 211) define job analysis as “… the 
process of determining, by observation and study, pertinent information 
about the nature of a specific job.”  
 
According to Armstrong (1995: 295) job analysis produces the following 
information about a job: 
 
• Overall purpose: why the job exists and, in essence, what the 
job holder is expected to contribute. 
 
• Content: the nature and scope of the job in terms of the 
T.A.S.K.s and operations to be performed and duties to be 
carried out – i.e. the processes of converting inputs (knowledge, 
skills and abilities) into outputs (results). 
 
• Accountabilities: the results or outputs for which the job holder 
is accountable. 
Chapter 2: Job evaluation 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
19 
 
• Performance criteria: the criteria, measures or indicators which 
enable an assessment to be carried out to ascertain the degree 
to which the job is being performed satisfactorily. 
 
• Responsibilities: the level of responsibility the job holder has to 
exercise by reference to the scope and input of the job; the 
amount of discretion allowed to make decisions; the difficulty, 
scale, variety and complexity of the problems to be solved; the 
quantity and value of the resources controlled; and the type and 
importance of interpersonal relations. 
 
• Organisational factors: the reporting relationships of the job 
holder, i.e. to whom he or she reports either directly (the line 
manager) or functionally (on matters concerning specialist 
areas, such as finance or personnel management); the people 
reporting directly or indirectly to the job holder; and the extent to 
which the job holder is involved in teamwork. 
 
• Motivating factors: the particular features of the job that are 
likely to motivate or demotivate job holders if, in the latter case, 
nothing is done about them. 
 
• Developmental factors: promotion and career prospects and 
the opportunity to acquire new skills or expertise. 
 
• Environmental factors: working conditions, health and safety 
considerations, unsocial hours, mobility, and ergonomic factors 
relating to the design and use of equipment or work stations. 
 
Job analysis is essentially a process of obtaining certain information 
with regard to a job. This information is recorded by compiling two 
separate documents, i.e. a job description and a job specification. 
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2.5.2 Job specifications 
 
According to Swanepoel, Erasmus, Van Wyk and Schenk (2003: 224) 
job specifications stipulate the minimum accpeptable characteristics a 
jobholder must possess as a requisite to be able to perform the job.  A 
job specification describes the attributes that an employee requires to 
carry out the job – that is, it identifies the knowledge, skills, level of 
education, experience, and abilities needed to do the job effectively. 
 
Job specifications are used primarily to facilitate the recruitment and 
selection process.  Without a job specificiation the characteristics of the 
ideal job incumbent are unknown and comparisons between job 
applicants cannot be made.  The job specification should be related to 
the actual job requirements and must be consistent with the particular 
activities and duties of the job (Swanepoel, et al. 2003: 233) 
 
Robbins (1998: 552) stated that job descriptions identify characteristics 
of the job, while job specifications identify characteristics of the 
successful job incumbent. 
 
2.5.3 Job descriptions 
 
According to Carrell, et al. (1995: 187) the most common end product 
of a job analysis is a written job description.  Fisher, Schoenfeldt and 
Shaw (1993: 137) define a job description as a written narrative 
describing the activities performed on a job; usually it also includes 
information about the  equipment used and the working conditions 
under which the job is performed. 
 
A job description sets out the purpose of a job, where it fits in the 
organisation structure, the context within which the job holder functions  
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and the principal accountabilities of job holders, or the main tasks they 
have to carry out.  (Armstrong 1995: 295) 
 
A job description may be defined as a written description of a job and 
the types of duties it includes. There is no standard format for job 
descriptions but they invariably will contain three sections, which 
include (Armstrong 1995: 296):- 
 
• The job title and information of the job including where the 
job is located in the organisational structure; 
 
• The main duties and responsibilities of the job; 
 
• The job specification which spells out the skills and special 
requirements which the incumbent will need to possess. 
 
Robbins (1982: 82) defines a job description as a written statement of 
what the jobholder does, how it is done, and why it is done. It should 
accurately portray job content, environment, and conditions of 
employment. 
 
Job descriptions are of value to management, employees and human 
resource practitioners in that they provide a basis for (Human Capital 
Corporation – Grading and Remuneration Branch: November 1996): 
 
• Job evaluation (Job Grading): Job descriptions form the basis 
on which jobs are evaluated and graded. Accurate, 
comprehensive and concise job descriptions are the cornerstone 
for sound evaluation. 
 
• Recruitment and Selection: Clear statements of work to be 
performed are pre-requisites of recruitment and selection. In 
order to have an employee effectively placed in a post, it is  
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necessary to have, beforehand, a precise description of where 
 the job is to be performed as well as the knowledge and skills 
 which the employee must possess. A job description will also 
 provide prospective applicants with basic information about the 
 job and the job requirements.  
 
• Induction: Job descriptions can assist new employees in 
learning the duties of the new job and reminding them of the 
results that they are expected to achieve. 
 
• Training and Development: Assist in identifying training needs 
as a consequence of comparing expected with actual job 
performance, developing training objectives and controlling the 
effectiveness and efficiency of such training.
 
 
• Performance Appraisals: Objectivity and impartiality will be 
maximised when performance appraisals are based on 
standards and objectives which are derived from job 
descriptions. Clear job descriptions identifying key 
accountabilities, reporting structures and measurement 
standards need to be available to both the manager and 
subordinate for performance appraisals to be utilised as a tool of 
performance management.
 
 
• Restructures/ Reorganisations/ Organisational planning: By 
examining the job, its functions, and relationships with others it 
can be ensured that no overlaps occur. Having accurate job 
descriptions help to avoid duplication and ensure that all jobs 
are studied thoroughly. 
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• Job Design / Structuring: Job descriptions can be utilised to 
assist with redesigning an existing job and to improve methods 
and equipment utilised.
 
 
• Career Planning: The movement of individuals from one post to 
another. 
 
• Industrial Relations Issues: Job descriptions provide 
information regarding the job to be performed and are useful in 
the event of an employee not performing adequately and being 
the subject of discipline. 
 
2.6 PRACTICAL JOB EVALUATION SYSTEMS 
 
A large variety of job evaluation systems are currently in use in South 
Africa. Many companies and industries utilise in-house systems that 
have been developed as tailor-made systems taking into account the 
specific situation and requirements of these organisations. On the other 
hand, extensive use is also made of standardised, ready-made 
systems that have been developed locally or abroad. 
 
For the purpose of this chapter the author will be discussed, i.e. the 
Paterson Decision Band Method, the Peromnes system, the Hay guide- 
chart profile system and the JE Manager system.  
 
2.6.1 The Paterson Decision-making band Model 
 
In the 1950’s, Paterson, a professor of management, analysed the job 
evaluation systems in use at that time and came to the conclusion that 
their number of compensable factors (up to 20) made the systems too 
cumbersome and complex. (Gerber, et al. 1996: 244).  He used 
statistical techniques to analyse the various factors and reached the  
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conclusion that one factor, decision-making, has such high forecast 
validity that it can be used as the only factor to determine job levels. 
 
The result was the Paterson decision making band model: a single-
factor job evaluation system. The Paterson system is based on the 
assumption that the most important function of an employee is her or 
his ability to make decisions.  Decision- making is a general 
compensable factor present in all jobs, which enables jobs to be 
grouped into general, uniform categories. (Gerber, et al. 1998: 197) 
 
Six bands of decision making are defined in terms of the level of 
complexity of decisions required from job incumbents. The level range 
from the completely defined decisions at Band A to policy-making 
decisions at Band Fetch of the bands (except for Band A) is divided 
into an upper and a lower grade, with the upper grade coordinating or 
supervising the work, performed at the lower grade. 
 
There are thus eleven grades which can be further divided into sub 
grades according to the specific needs of a company. Typically twenty-
eight sub grades are utilised, with upper grades and lower grades 
having two and three sub grades respectively. Figure 2.1 provides an 
outline of the Paterson plan. 
 
According to Swanepoel, Erasmus, van Wyk and Schenk (2000:540) 
when the Paterson plan is applied, jobs are first classified under the 
specific band (A to F) with the definition that agrees most closely with 
the job requirements. Jobs are then sorted into the lower and the upper 
grades in terms of the coordinating principle - that is, where a job 
includes coordinating of other jobs in the same band; it is placed in the 
upper grade. 
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The major advantages of the Paterson method are simple and easy to 
understand and implement, internationally recognised and cost-
effective. Its major disadvantages are, however, its reliance on a single 
factor to measure all jobs, lack of uniformity regarding sub-grading 
procedures and difficulties in grading complex management 
hierarchies. (Swanepoel, et al. 2000: 540). According to Gerber, et al. 
(1998: 197) the most criticism of the Paterson system is that only one 
person is relied upon to analyse the job.    
 
Figure 2.1 Paterson job grading structure 
 
Decision-making band 
 
Job grades 
 
Sub grades 
Higher F – Coordinating - 11 F5  
F  Policy formulating 
    (Top management) 
 
Lower F - Policy formulating - 10 
 
F4 
Higher E - Coordinating - 9 E5 
E4 
 
E  Programming 
    (Senior management) 
 
Lower E – Programming - 8 
E3 
E2 
E1 
Higher D - Coordinating - 7 D5 
D4 
 
D  Interpreting 
    (Middle management) 
 
Lower D – Interpreting - 6 
D3 
D2 
D1 
Higher C – Coordinating - 5 C5 
C4 
 
C  Routine 
    (Skilled workers and 
    supervisory management) 
 
Lower C – Routine - 4 
C3 
C2 
C1 
 
Higher B – Coordinating - 3 
B5 
B4 
 
B  Automatic 
    (Semi-skilled workers) 
 
Lower B – Automatic - 2 
B3 
B2 
B1 
  A3 
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A  Defined 
    (Unskilled workers) 
Lower A only – Defined - 1 A2 
A1 
 
Source: IPM Journal (Fact Sheet 172) 
 
The left side of the table 2.4.1 shows the various decision- making 
bands that represent the various activities in an organisation. The right 
side of the table is a representation of all possible sub-grades (six 
decision making bands, 11 job grades and 28 sub-grades). 
 
2.6.2 The Peromnes system of job evaluation 
 
The Peromnes system has its roots in the Castellion Job evaluation 
Method that was developed by Professor Simon Biesheuwel.  The 
Peromnes system is essentially a simplification of the Castellion 
method which uses eleven factors and sub factors.  Since the late 
1960’s when the Peromnes system was developed, it has been 
adopted by over 600 organisations and it is currently solely marketed 
and supported by FSA-Contact Pty (Ltd) who is the copyright holders. 
(Swanepoel 2000: 542). 
 
According to Gerber, et al. (1998: 197) the Peromnes is a point system 
that evaluates job according to eight identified compensation factors. 
The first six are job content factors and the remaining two job 
requirement factors (Swanepoel,  2000: 542). The eight factors are: 
 
• Problem solving: The nature and complexity of decision 
processes (including those required in formulating 
recommendations). 
 
• Consequences of judgement (limits of discretion): The 
consequences of firm decisions on the organisation or any of its 
parts, taking account of controls and checks that may exist to 
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prevent the implementation of judgements, especially those 
which are adverse. 
 
• Pressure of work (division of attention): The pressure 
inherent in a job, as reflected in the variety and type of work to 
be achieved in the available time, the need to set effective 
priorities and the interruptions and distractions due to the 
interaction with other jobs. 
 
• Knowledge: The level of knowledge required, in operational 
(not formal) qualification terms, to perform the job competently. 
 
• Job impact: The extent of influence that the job has on other 
activities, both within and outside the organisation. 
 
• Comprehension: The level of understanding of written and 
spoken communications expected continuously in the regular 
course of the job.
 
 
• Educational qualifications required in the post: The 
minimum essential requirements are considered, not the merely 
desirable ones. 
 
• Subsequent training/experience required: The period 
necessary to achieve competence in the job by the shortest 
possible reasonable route. 
 
During the evaluation process, each factor is evaluated according to 
comprehensive definitions on a progressive scale of complexity. The 
evaluation committee examines these definitions to arrive at one that 
most satisfactory describes the highest requirements of the job on the 
given factor. Each definition has certain point values which are added 
up for each factor to provide a total point value for the job.  By means  
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of a conversion table, the job is then graded into one of 21 grades, 
varying from 1 (the highest possible) to 19 (the lowest possible). The 
grades correspond approximately to the job levels listed in Figure 2.2 
(Swanepoel, et al. 2000: 542). 
 
Table 2.2 The Peromnes grade classification and description 
 
Grades Descriptions 
1 – 3 Top executive management, most senior professional 
people and specialists 
4 – 6 Senior management, high-level professional people and 
specialists 
7 – 9 Middle management, superintendents and low-level 
professional people and specialists 
10 - 12 Supervisors, high-level skilled workers and clerical 
personnel 
13 -16 Low-level workers and clerical personnel 
17 - 19 Semi-skilled and unskilled workers 
 
Source: IPM Journal (Fact Sheet 172) 
 
According to Gerber et al (1998: 199) the Peromnes method is unique 
in that it does not use job descriptions for evaluation. Instead, a 
number of specialists on the panel of evaluators with an in-depth 
knowledge of the job under evaluation provide information about key 
aspects of the job. 
 
The popularity of the Peromnes system may largely be attributed to 
advantages such as: 
 
• Its application value regarding all types and levels of posts in 
any type of organisation; 
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• Its relative simplicity of terminology and application (not 
requiring any complex calculations or the use of any formal job 
description); and 
 
• The direct comparability of the job grades between different 
organisations.  (Swanepoel, et al. 2000: 542). 
 
According to Gerber, et al. (1998: 199) some disadvantages of the 
Peromnes system are: 
 
• It is subjective to an extent due to a lack of information, which 
can probably be ascribed to the unstructured evaluation 
process, the lack of a formal manual, training and 
standardisation exercises and because the cut-off points on the 
point scale are arbitrary. 
 
• It is cost-intensive and time-consuming because the evaluation 
interview is unstructured and because of a lack of relevant 
information obtained in a systematic manner. 
 
• The maintenance of the system is complicated because the 
evaluation process is not linked to job descriptions, and because 
the subjectivity of the system means that there is no definite 
framework for evaluation. 
 
• The system in not acceptable to all line managers, which makes 
it difficult to establish a rational job and compensation structure. 
 
2.6.3  Hay Guide-chart method 
 
The Guide-chart method was developed by the Hay Group of 
consultants in Philadelphia, USA, in the early 1950’s and introduced  
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into the South African market during 1978. The system is used 
extensively overseas (more than 4000 users in 30 countries) and is 
marketed and supported in South Africa by Hay Management 
Consultants (Gerber, et al. 1998: 200) 
 
According to Swanepoel, et al. (2000: 543-544) the Hay system 
measures three common factors along eight dimensions. The three 
factors and the eight dimensions are: 
 
• Know-how 
 
This is the sum total of all expertise needed for acceptable job 
performance, e.g. knowledge, experience, training education and 
intellectual ability.  Know-how is measured against the dimensions 
of: 
 * depth according to skill, education and training   
  requirements; 
 * breadth of management know-how; and 
 * human relations skills. 
 
• Problem solving 
 
This entails the thinking challenge required by the job for problem 
solving (e.g. analysing, evaluation, reasoning and drawing 
conclusions).  Mental processes involved in problem solving are 
considered to be based on existing knowledge of facts and 
principles and therefore problem solving is treated as a percentage 
utilisation of “know-how”. Two dimensions are measured: 
 
* the environment in which the thinking takes place; 
* the challenge presented by the required thinking. 
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• Accountability 
 
Accountability for action and the resultant consequences of 
action underlies this factor.  Three dimensions are distinguished: 
 
* the freedom to act; 
* the impact on end results; 
* the magnitude of impact (usually in financial terms). 
 
According to Gerber et al (1998: 201) the aim of the Hay method is 
to place all the tasks in order of difficulty and importance.  To do 
this, the following steps are followed: 
 
• A benchmark sample is drawn from all the organisational levels, 
functions and units where jobs must be evaluated. 
 
• Job descriptions are prepared and accepted for evaluation as 
soon as they have been approved by the job incumbent and one 
higher level of authority. 
 
• A job evaluation committee is chosen to evaluate the benchmark 
sample. 
 
• The committee is led by a Hay consultant who acts as trainer 
and coach. 
 
• The committee evaluates each job once the job description has 
been accepted and classifies it as fair and credible. 
 
• All the other jobs are then evaluated. 
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One shortcoming of the Hay method is that there is no universal point 
system for all organisations, but that the point values must be 
individually developed for each user by the consulting company. 
 
2.6.4 The JE Manager System 
 
The JE Manager is a computerised system which is owned and 
distributed by remuneration consultants Renwick Reward. The system 
has been introduced into many South African and overseas companies 
and is considered to be an international leader in job evaluation. 
 
JE Manager is a computerised system designed to eliminate human 
bias and has various checks and controls to ensure consistency of 
results. It is transparent as it involves the job holder; the incumbent 
(where the post is occupied) to personally answers questions required 
by the system. The system is also non-discriminatory in that the same 
set of factors, questions, and parameters are used to measure each job 
regardless of the incumbent. 
 
The JE Manager process empowers employees in that they are directly 
involved in their own evaluations together with their line managers. The 
system also takes into account the individual and the individual’s role in 
adding value to the organisation more than other job evaluation 
system. 
 
The system recognises applied competencies acquired formally or 
informally without placing an undue emphasis on either. It also avoids 
placing an undue emphasis on hierarchical positions or theoretical 
number of people supervised and the system specifically recognises 
the specialist roles. 
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The system is designed for maximum flexibility allowing full 
customisation to fit the culture, value system and organisation 
structure.  JE Manager supports flexible pay structures and can be 
linked to competencies and performance management systems. 
 
The system substantially reduces evaluation time. It reduces the time 
span between a request for an evaluation and the evaluation itself. No 
job evaluation committee is required and the time spent on each 
evaluation is considerably less than traditional methods. 
 
The JE Manager measures six factors each on a bi-dimensional basis 
(X & Y).  The six factors and their definitions are: 
 
• Factor 1: Judgement 
• Factor 2: Planning and leadership 
• Factor 3: Communication 
• Factor 4: Job impact 
• Factor 5: Acquisition and application of knowledge 
• Factor 6: Skills acquisition and practice 
 
Evaluation is done by a trained evaluator on a question and answer 
basis prompted by the program. In attendance at the evaluation are the 
following role-players: 
 
• The incumbent ; 
• The incumbents line manager ; 
• The evaluator ; and 
• The incumbents representative (e.g. from a union), if so 
requested by the incumbent. 
 
After the evaluation, the results are sent, without alteration, to be 
audited by an audit committee. The purpose of the audit is to validate  
Chapter 2: Job evaluation 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
34 
 
the evaluation result and to ensure internal equity of jobs within the 
organisation. The audit committee is empowered to increase or 
decrease the evaluation scores, based on sound reason, in terms of 
the aforementioned objectives of validity and equity. 
 
The audit committee is composed of the following four members: 
 
• A Chairman, from the Human Resources Department ; 
• A Human Resources evaluation officer ; 
• A representative from the department whose post is being 
audited ; and 
• A representative from one other department ( but not from the 
Human Resources Department). 
 
Should the incumbent consider that the post has been inappropriately 
graded, he/she may appeal against the evaluation. An appeal 
committee will be constituted to consider the appeal. The appeal 
committee may not be composed of members who audited the post 
originally. 
 
The appeal committee, after hearing the appeal, may recommend the 
following: 
 
• No change to the grade(status quo) ; 
• Re-evaluate the job ; and  
• Revise the grade. 
 
2.7 CONCLUDING REMARKS 
 
The aim of this chapter was to give the reader a theoretical insight into 
the steps of the job evaluation process as well as an in-depth 
discussion about the following job evaluation systems:  
Chapter 2: Job evaluation 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
35 
 
• The Patterson decision making model ; 
• The Peromnes system of job evaluation ; 
• The Hay method ; and 
• The JE Manager system. 
 
The benefits and principles of a job evaluation system as well as the 
uses of job descriptions were discussed. 
 
In Chapter 3 the T.A.S.K. job evaluation system will be discussed in 
detail as well as the implementation of the T.A.S.K. job evaluation 
system in the Municipal sector.  A table showing the correlation 
between the different job evaluation systems including the T.A.S.K. job 
evaluation system will be drawn up.  A nine-phase model for the 
successful implementation of the T.A.S.K. job evaluation system at 
Municipalities in the Eden/Overberg/Central Karoo region will be 
discussed. 
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CHAPTER 3: T.A.S.K. JOB EVALUATION SYSTEM 
 
3.1  INTRODUCTION 
 
As the system of T.A.S.K. is in it’s infancy stage, limited literature is 
available on the policy and procedures.  The discussion on T.A.S.K. is 
based on information supplied by: 
 
• The Collective Agreement on T.A.S.K. job evaluation for the 
local government sector as approved by the South African Local 
Government Bargaining Council (SALGBC) on 22-23 August 
2002 ; 
 
• The Municipal Systems Act No. 32 of 2000 ; 
 
• Training course manuals provided by Human Capital 
Corporation ;  
 
• Interviews with several consultants of Human Capital 
Corporation and various role players in Local Government, 
involved with the implementation of the T.A.S.K. job evaluation 
system ; and 
 
• Various circulars from Western Cape Local Government 
Organisation (WECLOGO). 
 
3.2 BACKGROUND 
 
The Van der Merwe job evaluation system was designed in the mid –
eighties specially for local government and the said system was applied 
throughout South Africa, except for a few major urban areas that used 
general job evaluation systems such as Paterson and Peromnes. 
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The Van der Merwe system is a manual system which means that a job 
evaluation form had to be completed by the incumbent of a specific 
post.  The form had to be checked and signed by the incumbents 
Departmental Head and then the Town Clerk (on behalf of the 
Employer) before it was sent to the then Industrial Council (later the 
Bargaining Council) for evaluation. The designation of Town Clerk was 
replaced by Municipal Manager. The evaluation was done by a group 
of human resource officials who constituted a Job evaluation 
Committee. Job evaluation in terms of this process was a lengthy 
exercise and somewhat subjective in certain instances in that the 
Departmental Head of the incumbent played a key role in the process. 
It was possible for some Departmental Heads to look after a ”blue eyed 
boy”.  (WECLOGO Circular no. 10/2001) 
 
The Van der Merwe system was designed for local government at the 
time (in the mid-eighties) and during the past five years slowly lost its 
popularity as time passed. One of the unions, the South African 
Municipal Workers Union (SAMWU), was of the opinion that the system 
placed too much emphasis on qualification and experience whereas 
skills and potential to do a job were underrated. 
 
In recent years the larger municipalities such as Johannesburg, Durban 
and Cape Town decided to opt for a computerized job evaluation 
system which was less subjective but more importantly, which was less 
time consuming and fair. The South African Local Government 
Association (SALGA), IMATU and SAMWU agree in principle that the 
Van der Merwe system should for the rest of the country be replaced 
by a computerized system which will address the job evaluation 
requirements of the new municipal structures and which will be user 
friendly.  (WECLOGO Circular no. 8/2001) 
 
The parties involved considered the JE Manager System and the 
T.A.S.K. System. The JE Manager is a computerized system which is  
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owned and distributed by remuneration consultants Renwick Reward. 
The system has been introduced into many South African and 
overseas companies and is considered to be an international leader in 
job evaluation.  (WECLOGO circular no. 10/2001) 
 
The T.A.S.K. system is also a computerized system and is one of the 
most widely used evaluation systems in Southern Africa. Human 
Capital Corporation of Deloitte & Touche is the franchise holders of the 
T.A.S.K. System.  (T.A.S.K. job evaluation training / delegates manual: 
April 2003) 
 
On the 22 August 2002 the Executive Committee of the South African 
Local Government Bargaining Council adopted the collective 
agreement for the T.A.S.K. System to be implemented in the Local 
Government Sector. (See “Appendix A”) 
 
3.3 T.A.S.K. JOB EVALUATION SYSTEM 
 
T.A.S.K (the Tuned Assessment of Skills and Knowledge) was 
originally developed in the early 1980’s and remains one of the most 
widely used systems in Southern Africa. T.A.S.K. is installed across all 
economic sectors in a wide variety of organisations.  In line with world 
trends T.A.S.K. are also available in a computerized version and the 
computerized version was introduced in 1995.  (T.A.S.K. job evaluation 
training / delegates manual: April 2003) 
 
A Paterson plan derivative, the T.A.S.K. system that uses a point 
system with a number of factors for sub grading (skill level, knowledge, 
complexity, influence, pressure), was developed by FSA-Contact 
consultancy in the early 1980’s to address the problem of sub grading.   
 
Some 180 companies are currently using the T.A.S.K. system. 
(Swanepoel, et al. 2000: 542)  
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In this section the author will discuss in detail the following aspects of 
the T.A.S.K. job evaluation system: 
 
• Procedure ; 
• Definition of key concepts ; 
• Skill levels ; and 
• Four factors of the T.A.S.K. job evaluation system. 
 
3.3.1 Procedure 
 
The T.A.S.K. job evaluation system evaluates jobs from grade 1 up to 
grade 26, where grade 1 will be the lowest job and grade 26 the 
highest job.  The T.A.S.K. system is based on the skill level 
requirements of jobs at all levels and in all functions in an organisation.  
All jobs, throughout an organisation, can be classified into skill levels 
according to established standards. 
 
To arrive at a job grade the following procedure must be follow: 
 
• Determine the skill level of the job ; 
• Determine the points ranges for each of the four factors - 
Complexity, Knowledge, Influence and Pressure ; and 
• Determine actual points per range by answering sub factor 
questions.  (T.A.S.K. job evaluation system notes: 1998) 
 
3.3.2 Definition of key concepts 
 
Activity: This is the most basic sequence of work elements which has 
a logical start and finish. Examples are - lifts, write, tightens & pushes. 
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Operation: This is a sequence of activities that produces a prescribed 
end result. Examples are - completes a document, cleans machine 
parts, picking and packing. 
 
Routine: This is a sequence of operations which result in an integrated 
required end result.  Examples are - keeps records up to date, 
balances ledger, adjusts and operates machine, produces non-
standard correspondence, and drives motor vehicle. 
 
System: This is various interrelated which are recognised collectively 
as an entity within a discipline. Examples are - bookkeeping, artisan 
trade, computer programming, technical selling, design draughting and 
nursing. 
 
Part discipline: This is an understanding of a distinct area of study 
which forms part of a full discipline. Examples are - computer 
programming, technical selling, recruitment and cost control. 
 
Discipline: This is an understanding of the complete theory, 
techniques and practices within a specific field of study which requires 
innovative application at the tactical or strategic level.  Examples are - 
Human Resource Management, Financial Management, Administration 
Management, Production Management, Information Technology, 
Engineering, Marketing and Medicine. 
 
Function: This is a distinct part of an organisational structure which 
comprises a single discipline or a number of disciplines or part 
disciplines. Examples are: 
 
• Function (one discipline) - Human resources, Finance, 
Marketing, manufacturing, Engineering and Information 
Technology. 
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• Function (more than one discipline) - Finance and Information 
Technology, Marketing and Sales and Engineering and 
Research. 
 
• Matrix organisation - a Business Unit/Division which may 
include part disciplines such as Human Resources and Finance 
reporting functionally into a full discipline. 
 
3.3.3 Skill levels 
 
The
 
T.A.S.K. job evaluation system catogerises jobs in 5 skill levels 
namely: 
 
Level 1: Basic Skills 
 
This skill level is that which is developed with a limited amount of 
training. The learning period is short and usually consists of following 
instructions or watching demonstrations of the work to be done. 
Competence is attained through repetition of the work during the initial 
training period rather than through further experience.  (T.A.S.K. job 
evaluation system notes: 1997) 
 
Characteristics: 
• Very little training ; 
• Decides on speed of operation ; 
• Taught exactly what to do ; 
• Direct instructions ; 
• Equipment specified  ; 
• Supervision normally very closed ; 
• Job can be performed without knowledge of other jobs ; 
• Deviations from instructions not permitted ; and 
• How the operation is to be performed has been decided. 
Chapter 3: T.A.S.K. Job evaluation System 
 
___________________________________________________________________________ 
___________________________________________________________________________ 
 
42 
 
Level 2: Discretionary Skills  
 
At this level there is a certain amount of discretion or judgment 
involved. It therefore follows that additional training 
/experience/practice is needed following the initial training period. Skills 
are acquired through a learning period and developed by constant 
application and correction until operations become routine.  (T.A.S.K. 
job evaluation system notes: 1997) 
 
Characteristics 
• Not everything can be taught during the training period; 
additional experience is required ; 
• Judgment or discretion required ; 
• Decides how the routine/operations are to be performed 
• Discretion as to which tools/equipment to use ; 
• Decides on correct action by selecting from a number of pre-set 
courses of action ; 
• Knowledge of routine(s) ; and 
• Formulae and limits are prescribed. 
 
Level 3: Specialised Skills  
 
This level of skill is usually reached after years of experience and/or 
training. This level is such that routines which have been learned can 
be used or varied to achieve the desired end result. A full  
 
understanding of the system within which this skill operates is essential 
in order to determine what is required in differing circumstances. Ability  
to recognise cause and effect is necessary.  (T.A.S.K. job evaluation 
system notes: 1997) 
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Characteristics 
• Works within established rules, regulations, policies and 
practices ; 
• Decides how best to achieve required end results ; 
• Concerned with routines that are established within 
system(s)/part disciplines ; 
• Sums up the requirements of a situation and decides which 
routine (technique/procedure) to use ; 
• Devises and introduces new routines within system(s) ; 
• Concerned with how established organisational rules will be 
applied ; 
• Supervised in terms of end results, not routines or operations ; 
and 
• Must understand the interrelationships of routines within the 
system and the implication of change. 
 
Level 4: Tactical Skills 
 
This level of skill requires conceptualisation of future actions or needs 
in order to formulate short to medium term plans for or within a 
discipline or function.  Advice, recommendations and/or the 
management or tactical use of resources specific to the job are 
features at this level.  Positive interpretive skills and innovative plans 
are essential as the framework or ground-rules either do not exist or 
else are vague.  (T.A.S.K. job evaluation system notes: 1997) 
 
Characteristics  
• Decisions governed by master plan, programs or budget ;  
• Decisions require independent reasoning ; 
• Decisions often involve optimum allocation of resources to 
support plans ; 
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• Sets precedents, creates rules and must consider the 
consequences arising from rule making ; 
• Works from first principle in developing new concepts ; 
• Knowledge of a discipline/function e.g. production, finance, 
sales, training etc. ; 
• Results of areas under control co-ordinate with those of other 
areas ; 
• Translate overall company plans into working decisions for or 
within a discipline/function ; and 
• Decides on unique situations not covered by precedents. 
 
Skill 5: Strategic skills 
 
This level of skill requires formulation of strategic direction as well as 
the underlying organisational policy in order to set plans or major 
function(s)/discipline(s) and/or the organisation as a whole. The ability 
to deal with new situations at the level of major function(s)/discipline(s) 
together with the business environment is essential.  (T.A.S.K. job 
evaluation system notes: 1997) 
 
Characteristics 
• Decisions determining the present nature and future of the 
organisation or a significant part of it ; 
• Deals with changing corporate parameters and environment of 
uncertainty and personal risk ; and 
• Understanding of the organisation and the critical interactions 
between major functions/disciplines and/or with the external 
business environment. 
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3.3.4 Four factors of the T.A.S.K. job evaluation system 
 
After the skill level of a post has been determined, the post is then 
rated against the following four factors.  (T.A.S.K. job evaluation 
training / delegates manual: April 2003): 
 
• Complexity 
This is a measurement of the different levels of difficulty required 
to be performed within a job. 
 
• Knowledge 
This factor refers to the amount of know-how required in a job to 
allow an incumbent to cope competently with the work involved.  
This may be acquired through education and / or equivalent 
training experience. 
 
• Influence 
The extent of influence allowed (or power vested in the job) to 
produce effects on others either inside and/or outside the 
organisation. 
 
• Pressure 
This refers to stresses inherent in the job and can be either 
mental, physical or both.  Consideration should be typically over 
a month.  The number and type of subordinates is a contributory 
factor. 
 
The author deems it important that a comparison can be drawn 
between the Paterson, Peromnes, Hay, JE Manager and T.A.S.K. job 
evaluation system.  The reason for the importance hereof, is the fact 
that employees in Local Authorities can now compare their posts with  
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their counterparts outside Local Authorities.  Figure 3.1 shows the 
above comparison. 
 
Figure 3.1 Comparison between the Paterson, Peromnes, Hay, JE 
Manager and T.A.S.K. job evaluation system. 
 
Decision Level 
 
T.A.S.K. 
 
Peromnes 
Paterson 
Modern 
Paterson 
Classic 
JE 
Manager 
Hay 
Units 
1 18/19 A1 0-7 50-67 
2 17 A2 8-16 68-79 
 
Defined Decisions 
3 16 
 
A 
A3 17-24 80-92 
4 15 B1 25-34 93-109 
5 14 B2 35-44 110-128 
6 13 
 
B Lower 
B3 45-54 
B4 55-64 
 
129-150 
 
Discretionary, Operative, 
Sub-System or Automatic 
Decisions 
 
7 
 
12 
 
B Upper B5 65-74 151-176 
8/9 11 C1 75-84 177-197 
10 10 C2 85-94 198-222 
11 9 
 
C Lower 
C3 95-104 223-250 
8 C4 105-114 251-320 
Skilled, Technical and 
Academically Qualified 
Employees, Junior 
Management, Supervisors, 
Foremen, Superintendents, 
Routing or Process 
Decisions 
 
12 
 
C Upper C5 115-124 321-400 
13/14 
 
7 
D1 125-134 401-454 
15 6 D2 135-144 455-515 
16 
 
D Lower 
D3 145-154 516-585  
5 D4 155-164 586-720 
Professionally Qualified 
and Experienced 
Specialists, Middle 
Management, Interpretive 
Decisions. 
 
17 
D Upper 
D5 165-174 721-850  
4 E1 175-184 851-992 
E2 185-194 993-
1157 
 
18/21 
 
3 
 
E Lower 
E3 195-204 1158-
1350 
E4 205-214 1351-
1664 
 
 
 
Senior Management, 
Heads of Major Functions, 
Programming Decisions. 
 
22/23 
 
2 
E Upper 
E5 215-224 1665-
2050 
24 F1 225-234 2051-
2200 
25 
 
1 
 
F Lower 
F2 235-244 2201-
2350 
F3 245-254 2351-
2515 
F4 255-264 
 
 
 
Top Management, 
Board Level, Policy Making 
Decisions 
 
26 
 
1+ 
 
F Upper 
F5 265-275 
 
2515+ 
Source: UCT 2002 
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3.4 THE T.A.S.K. JOB EVALUATION SYSTEM IN THE  
MUNICIPAL SECTOR 
 
3.4.1 Introduction 
 
On July 2001, the Trade Union and employer parties in the South 
African Local Government Bargaining Council agreed to the 
implementation of the T.A.S.K. job evaluation system in all 
municipalities in South Africa. 
 
The T.A.S.K. system was chosen because it was deemed appropriate 
for local government, it is universally applied, simple to use and easy to 
understand. The T.A.S.K. system is used extensively in a wide variety 
of organisations across the full economic sector in the country.  On the 
22 August 2002 the Executive Committee of the South African Local 
Bargaining Council adopted the collective agreement for the T.A.S.K. 
System to be implemented in the Local Government Sector.  (SALGA 
Communication: 25 June 2002) 
 
3.4.2 The aim of job evaluation in the municipal sector 
 
As already mentioned, different systems of job evaluation currently 
exist in different municipalities.  In newly amalgamated municipalities 
there may be a number of different systems through which jobs were 
previously evaluated. There is also such a variety of post names used 
in different municipalities that it is impossible to compare jobs from one 
to another.  Having one system will mean that employers and 
employees will be in a better position to compare one municipality and 
its workforce with that of another (SALGA Communication: 25 June 
2002).  It will allow for: 
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• a consistent basis for pay and remuneration in which the 
relationships between jobs is systematic and transparent both  
within and between municipalities ; 
 
• clearer and consistent job descriptions and job titles/  
designation ; 
 
• a better understanding by employer and employees of the skills 
content of posts and therefore their education and training 
needs ; and 
 
• a basis for understanding employment cost factors from one 
municipality to another. 
 
3.4.3 Structures 
 
In terms of the Collective Agreement the process of evaluating posts, 
must be completed within 18 months.  In order to complete the process 
of job evaluation, the country has been divided up into 28 Job 
evaluation regions.  Each Metropolitan Council is automatically such a 
region.  Other Municipalities have been brought together under Job 
evaluation regions decided by the S.A.L.G.B.C.  These may cover one 
District Area or a combination of District Areas. 
 
Every job evaluation region will have a job evaluation Manager to 
manage the process and each region will have a Principle Job 
evaluation Committee.  In terms of the Collective Agreement the 
Principle Job evaluation Committee will composed of the following 
Employer and Trade Union Parties: 
 
• Four Employer Representatives, including the Job evaluation 
Manager. 
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• Four Labour Representatives, being two from SAMWU and two 
from IMATU. 
 
To ensure that the T.A.S.K. System is implemented consistently across 
the country, a National Moderation Commission has been established.   
The Moderation Commission has overall responsibility for the 
supervision of the implementation phase and to moderate the results of 
the P.J.E.C., but is accountable to the S.A.L.G.B.C. Executive 
Committee in terms of such rules as the Executive Committee may 
determine.  This commission will be composed of five representatives 
of S.A.L.G.A., three representatives of SAMWU and two 
representatives of IMATU 
 
In terms of the Collective Agreement a Provincial Appeals Commission 
shall be established under the S.A.L.G.B.C. as soon as the process 
nears completion.  The Provincial Appeals Commission will be 
composed on the same terms as the Principal Job evaluation 
Committee.  Any individual or group of individuals may appeal against 
the initial T.A.S.K. grade within 6 weeks of the T.A.S.K. results circular.  
Figure 3.2 is a schematic display of the Job evaluation Structure. 
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Figure 3.2  Job evaluation Structure 
 
 Source: Collective Agreement on T.A.S.K. job evaluation for 
the local government sector as approved by the South African 
Local Government Bargaining Council (SALGBC) on 22-23 
August 2002 
 
3.4.4 Committee process 
 
A prerequisite for the effective operation of the P.J.E.C. is the 
compilation and agreement of Job Descriptions in terms of a standard 
format consistent with the requirements of the T.A.S.K. job evaluation 
system.  (See “Appendix B” for the Job Description Form, as approved 
by the S.A.L.G.B.C.)  Therefore the committee must first: 
 
• Ensure that adequate job descriptions have been presented 
together with relevant supporting documentation ;  
 
 
 
 
S.A.L.G.B.C. Executive Committee 
Moderation Commission Appeals 
Commission 
Principal Job evaluation Committee 
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• Be provided by the Head of Department or senior management 
in the section concerned with an overview of its functions and 
sub-functions and methods of work arrangement ; and 
 
• Interview, where necessary, the post incumbent or 
“representative” incumbent(s), their immediate superior and 
Head of Department and, as may be necessary to determine the 
facts, carry out site inspections, and requesting further 
information or explanations of work arrangements and 
technology utilised.  Interviewees may make oral and written 
submissions.  
 
Every effort must first be made to reach consensus on the validity of 
the job description presented relative to information gained and 
otherwise to record accurately the factors on which there is 
disagreement.  
 
In the event of a refusal by any person to confirm such job description, 
or to participate in being interviewed, the Committee may determine a 
job description for the purposes of its own progress.  Any such 
individual interviewee, who refuses to sign, or participate, may 
approach any party to submit the matter to disputes resolution within 10 
working days, failing which the P.J.E.C.’s determined job description 
prevails. 
 
The P.J.E.C. will evaluate the posts based on the approved 
organograms and job descriptions written in the T.A.S K. format.  The 
scoring exercise takes place around a computer with the P.J.E.C. 
making every effort to reach consensus on: 
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• determination of the skill level of the post ;  
• the scoring of the factors relating to Complexity, Knowledge, 
Influence and Pressure ;  and 
• the scoring of the sub-factors relating to Complexity, Knowledge, 
Influence and Pressure. 
 
Once the process is completed the results of the job evaluation must 
be submitted to the consultants of Human Capital Corporation of 
Deloitte & Touche, to be audited.  After the results have been audited, 
it will be submitted to the National Moderation Commission for 
approval.  These results will be referred back to the Job evaluation 
Managers who will circulate same to the various Municipalities for 
implementation. 
  
3.4.5 Appeals 
 
A Provincial Job evaluation Appeals Commission (PJEAC) shall be 
established under the SALGBC as soon as the implementation process 
nears completion.  Employees are entitled to appeal against their 
notified Grade prior to the PJEAC within 6 weeks of notification. 
 
The function of the PJEAC shall be to: 
 
• hear appeals by individuals or categories of employees, and to 
make a determination on such application ; 
 
• conduct wider reviews of Job evaluation on a periodic basis as 
may be determined by the National Job evaluation Commission ; 
and 
 
• institute specific review in any municipality if in its opinion the 
number of appeals from such municipality requires such review.  
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The Commission must strive to make its decisions by consensus but 
shall otherwise determine its finding through a 50% plus one 
concurrent vote of employer and trade union representatives voting 
separately.  Any minority views shall be recorded.  Such determination 
is final and binding on the employer and employee(s) concerned and 
there shall be no further recourse to any other forum.  
 
3.5 DEVELOPMENT OF A MODEL FOR THE IMPLEMENTATION  
OF T.A.S.K 
 
The purpose of this section is to present a theoretical model for the 
implementation of the T.A.S.K. job evaluation system at Municipalities.  
This model is designed to provide a structured approach to ensure that 
quality Job Descriptions will be submitted to the Principle Job 
evaluation Committee timeously and that posts will be graded correctly.   
 
The nine-phase theoretical model is presented, together with a 
comprehensive discussion in figure 3.3.  This model forms the basis for 
the research study to develop a structured approach for the 
implementation of the T.A.S.K. job evaluation system.   
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Figure 3.3 A model for the implementation of the T.A.S.K. job 
evaluation system 
Phase 1 
 
Conduct Briefing 
Phase 2 
 
Ensure Municipalities 
Phase 3 
 
Present workshops 
Phase 4 
 
Conduct quality control 
Phase 5 
 
Submit final job descriptions 
Phase 6 
 
Evaluate posts 
Phase 7 
 
Audit results 
Phase 8 
 
Submit final results to 
National Moderation 
Phase 9 
 
Provide feedback to 
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Phase 1: Conduct briefing sessions 
 
Understanding and acceptance by the workforce before the system is 
implemented, is one of the factors that can ensure the success of a job 
evaluation system.  If the system is not developed in a participative 
manner, it could lead to an increased level of employee suspicion, and 
less employee commitment to the end results.   
 
The preamble of the Agreement (Annexure A) states that this process 
must be as inclusive as possible and enjoy general acceptance by 
employees.  The communication process is critical to the successful 
implementation of the T.A.S.K. job evaluation system.  The role of a bi-
lateral communication strategy in dealing with evaluation matters is 
invaluable.  Involvement and support at all levels, clear policy and 
written records will ensure the success of the T.A.S.K. job evaluation 
system.  The following processes must be applied to ensure awareness 
at all levels of the organisation: 
 
• Briefing sessions held with groups of employees on the essence 
of the T.A.S.K. job evaluation system ; 
• Inserting articles in the in-house newsletter/magazine ; and 
• Attaching a circular to employee pay advices, informing them 
about T.A.S.K. and it’s role. 
 
Phase 2: Ensure municipalities readiness 
 
According to the Local Government Municipal Systems Act (Act No. 32, 
2000) section 66.(1) a municipal manager, within a policy framework 
determined by the municipal council and subject to any applicable 
legislation, must – 
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• approve a staff establishment for the municipality ; and 
• provide a job description for each post on the staff  
establishment. 
 
After the December 2000 municipal elections a number of 
municipalities merged.  The merged municipalities needed to 
restructure local government and it’s functions within the applicable 
demarcated areas, and to re-organise existing staffing structures 
(including geographic re-deployment) in order to meet operational 
objectives to service delivery.  The contracts of employment of all staff 
of the desolved municipalities were transferred as part of a going 
concern to the newly established municipalities in terms of Section 197 
of the Labour Relations Act as from 6 December 2000.  
 
As a result of the merging of municipalities, the municipalities are 
required to complete the following two processes before embarking on 
the T.A.S.K. job evaluation process: 
 
• All new municipalities must prepare a final organogram of all 
departments ; and 
• The placement of all staff must be done in a manner that is 
consistent with all existing Employment Equity and Skills 
Development Plans, and / or the objectives of the Employment 
Equity Act and Skills Development Act. 
 
The municipalities must complete the two processes in order for the 
employees to participate in a constructive manner, towards the job 
evaluation process.  On the successful completion of the two 
processes employees will understand their new post designations and 
the contents thereof. 
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The next phase is to conduct workshops at municipalities where the 
organograms are finalised, and placements completed. 
 
Phase 3: Present workshops  
 
In terms of the Agreement and the steps in the job evaluation process, 
as mentioned in section 2.3, it is important that a job analysis be 
conducted and job descriptions be completed.  Previously municipal 
employees were not involved in the completion of their job description 
forms and no job analysis were conducted.  Furthermore, municipal 
employees are not familiar with the T.A.S.K. job evaluation system and 
it’s terminology – in fact they often confuse it with the Van der Merwe 
system that was presented in previous sections of this paper. 
 
Taking this into consideration, the training of employees is the most 
crucial element of the process.  The following will be accomplished 
through workshops: 
 
• Establishment of uniform and standard job analysis 
questionnaires ; 
• Formation of uniform and standard job descriptions ; and 
• A consistent and complete understanding of the terminology and 
practices of the T.A.S.K. job evaluation system. 
 
To ensure quality job analysis questionnaires and job descriptions, it is 
imperative to select the correct caliber of employee to attend the 
workshops.  The following criteria can be used in the selection of 
employees to attend workshops: 
 
• Employees (including managers, specialist staff, line managers 
and union representatives) who have credibility, integrity and 
exposure to various sectors of the municipality ; 
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• Employees who will be responsible for the writing of the job 
descriptions on behalf of other employees ; and 
• Employees who will serve as translators to other employees – 
as, according to the Agreement, all job descriptions must be 
submitted in English. 
 
On occasions that there are municipal appointed consultants, they 
must attend the workshops with the employees, to assist in the 
process. 
 
The one-day workshop is presented by the members of the Principle 
Job evaluation Committee.  The workshop discusses the following: 
 
• Background on the T.A.S.K. job evaluation system as well as a 
theoretical presentation on the job analysis questionnaire and 
the writing of the job description ;  
• Practical sessions involving the completion of a job analysis 
questionnaire ; and 
• Practical sessions on the completion of a job description 
 
Once the workshop is complete, the Municipality concerned will be 
given target dates to complete a pre determined amount of job analysis 
questionnaires and job descriptions.  The P.J.E.C. will then conduct a 
quality control exercise. 
 
Phase 4: Conduct quality control checks 
 
In terms of the Agreement (section 2.1.1) “a prerequisite for the 
effective operation of P.J.E.C.’s is the compilation and agreement of 
job descriptions in terms of a standard format, consistent with the 
requirements of the T.A.S.K. job evaluation system. 
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At a workshop for all job evaluation managers, held on 6 – 7 April 
2004, one of the factors that hindered the process most, was that the 
job descriptions were of a low standard.  It was decided that a quality 
checking system be put in place to identify and amend job descriptions 
that are below standard. 
 
To ensure quality job analysis questionnaires and job descriptions, it is 
suggested that the management be interviewed by the P.J.E.C., using 
a sample of their job analysis questionnaires and job descriptions.  If 
these job analysis questionnaires and job descriptions meet the 
standard requirement, they may continue with the process.   
 
Phase 5: Submit final Job Descriptions 
 
Once quality control checks have been conducted at a municipality 
they may continue with the process.  At small municipalities all the job 
analysis questionnaires and job descriptions for that municipality must 
be submitted at once.  At larger municipalities, the job analysis 
questionnaires and job descriptions must be submitted as the relative 
directorates are completed.    
 
It is important that, before a municipality submits the job descriptions, 
to identify which posts are generic or interchangeable.  In terms of the 
Agreement (section 2.1.6.(c)) “A generic job description applies where 
there are a large number of posts in an occupational level all of which 
do essentially the same work.  Examples are - electricians, general 
workers, basic clerical or administrative jobs. Interchangeable jobs are 
positions in which the category or content of work can change but 
remains essentially similar in its skill level content.”   
 
An example of a completed job analysis questionnaire and a job 
description form are presented in Annexures B and C. 
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Phase 6: Evaluation of Posts 
Before the P.J.E.C. evaluates the posts, the committee must first, in 
terms of the Agreement (section 3.4.2.):  
 
• “ensure that adequate job descriptions have been presented 
together with relevant supporting documentation;  
 
• be provided by the HOD or senior management in the section 
concerned with an overview of its functions and sub-functions 
and methods of work arrangement; 
 
• interview, where necessary, the post incumbent or 
“representative” incumbent(s) their immediate superior and 
Head of Department and, as may be necessary to determine the 
facts, carry out site inspections, and requesting further 
information or explanations of work arrangements and 
technology utilised.” 
 
A concerted effort must first be made to reach consensus on the 
validity of the job description presented relative to information gained 
and otherwise to record accurately the factors on which there is 
disagreement.  If any person refuses to confirm such description, or to 
participate in being interviewed, the Committee may determine a job 
description for the purposes of its own progress.  Any such individual 
interviewee, who refuses to sign, or participate, may approach any 
party to submit the matter to disputes resolution within 10 working days 
failing which the P.J.E.C. determined description prevails.   
 
A computerised scoring exercise takes place, with the committee 
making every effort to reach consensus on: 
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• determination of the skill level of the post ;  
 
• the scoring of the factors relating to complexity, knowledge, 
influence and pressure ;  and 
 
• the scoring of the sub-factors relating to complexity, knowledge, 
influence and pressure. 
 
Phase 7: Auditing of results 
 
In terms of the Agreement (section 3.3.7) the results of the job 
evaluation must be audited before they are submitted to the National 
Moderation Commission.  The preliminary auditing will be conducted by 
consultants, Human Capital Corporation and the franchise holders of 
the T.A.S.K. job evaluation system. 
 
Once the preliminary auditing is completed and all irregularities have 
been rectified, the outcome of the evaluations can be submitted to the 
National Moderation Commission.   
 
Phase 8: Submit final job evaluation results  
 
After the preliminary auditing, the results must be submitted to the 
National Moderation Commission, for final auditing and moderation of 
the outcomes.   
 
In terms of the Agreement (section 5.2.2.) the powers and function of 
the National Moderation Commission is to moderate job evaluation 
outcomes decided by the P.J.E.C. through interalia: 
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• reaching consensus on the consistent application of the T.A.S.K. 
job evaluation system in terms of its rules, definitions and 
terminology ; 
• receiving auditing reports and moderation recommendations ; 
• intervening where necessary to correct a P.J.E.C.’s application 
of the system ; 
• recommend refinement,  customisation or modification changes ; 
• evaluate the possible effects of language barriers and/or literacy 
factors on the application of the system ; 
• evaluating , in relation to occupational categories, issues of 
equal value for equal work in respect of race, gender and 
disability ; and 
• resolve any disagreements that may arise through consensus. 
 
Phase 9: Feed-back to municipalities 
 
After the results have been received from the National Moderation 
Commission it is the responsibility of the job evaluation manager to 
submit the results of the job evaluations to the various municipalities.  It 
will be the responsibility of the municipalities to publish these results.  
The following information will be submitted in the outcomes report to 
the various municipalities: 
 
• existing post designation ; 
• new post designation ; 
• job grade ; and 
• salary scale. 
 
Within ten working days after the results were published, employees 
can appeal against the outcome of the job evaluation.  These appeals 
will be submitted to a Provincial Appeals Commission. 
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3.6 CONCLUDING REMARKS 
 
The aim of this chapter was to give the reader an insight in the T.A.S.K. 
job evaluation system and to discuss the implementation of T.A.S.K. in  
 
local government sector, as prescribed by the Collective Agreement on 
job evaluation as approved by the SALGBC on 22-23 August 2002. 
 
A nine-phase model for the successful implementation of the T.A.S.K. 
job evaluation system was also developed in this chapter. 
 
The following chapter will discuss the research design and show that 
empirical study was undertaken.  It will also include an analysis of the 
biographical information. 
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CHAPTER 4: RESEARCH METHODOLOGY FOR THE EMPIRICAL 
STUDY 
 
4.1 INTRODUCTION 
 
In chapter three the T.A.S.K. job evaluation system was discussed in 
detail as well as the implementation of the T.A.S.K. job evaluation 
system in the municipal sector.  A nine-phase model for the successful 
implementation of the T.A.S.K. job evaluation system at municipalities 
in the Eden/Overberg/Central Karoo region was also discussed. 
 
The purpose of this chapter is to discuss the research used in solving 
the two sub-problems, namely: 
 
• Sub-problem 1:  
 What knowledge is required from the T.A.S.K. job evaluation  
 system? 
 
• Sub-problem 2: 
 What guidelines are required for the implementation of the  
 T.A.S.K. job evaluation system? 
 
The second purpose of this chapter is to determine in what matter the 
respondents agree or disagree on the model for the implementation of 
the T.A.S.K. job evaluation system in the Eden/Overberg/Central Karoo 
region.  
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4.2 RESEARCH METHODOLOGY 
 
Leedy (1997: 3) defines research as the systematic process of 
collecting and analyzing information (data) in order to increase our 
understanding of the phenomenon with which we are concerned or 
interested. 
 
According to Leedy (1997: 5) research methodology has eight distinct 
characteristics: 
 
• research originates with a question or a problem ; 
• research requires a clear articulation of a goal ; 
• research follows a specific plan of procedure ; 
• research usually divides the principal problem into more 
manageable sub-problems ; 
• research is guided by the specific research problem, question, or 
hypothesis ; 
• research accepts certain critical assumptions ; 
• research requires the collection and interpretation of data in 
attempting to resolve the problem that initiated the research ; 
and 
• research is by its nature, cyclical, or more exactly, helical. 
 
Sekaran (2003: 5) differentiates between general and business 
research.  General research is defined as the process of finding 
solutions to a problem after a thorough study and analysis of the 
situational factors.  Business research is defined as an organized 
systematic, data based, critical, objective, scientific inquiry or 
investigation into a specifical problem, undertaken with the purpose of 
finding answers or solutions to it. 
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Leedy (1997: 4) maintains that research is not merely information 
gathering, transportation of facts from one location to another, 
rummaging for information or a catchword to be used to get attention.  
Formal research is entirely different from any of the above activities.  
Research is a process through which we attempt to achieve 
systematically and with the support of data, the answer to a question, 
the resolution of a problem, or a greater understanding of a 
phenomenon. 
 
Leedy (1997: 7) further advocates that the core concept underlying all 
research is its methodology.  Research methodology directs the whole 
endeavour. The methodology controls the study, dictates the 
acquisition of data, arranges them in logical relationships, sets up a 
means of refining the raw data, contrives an approach so that the 
meanings that lies beneath the surface of the data manifest, and finally 
issues a conclusion of series of conclusions that lead to an expansion 
of knowledge. 
 
According to Leedy (1997: 9) research methodology has two primary 
functions: 
 
• To control and dictate the acquisition of data ; and 
• To corral the data after acquisition and extract meaningfulness 
from them 
 
Leedy (1993: 122,123) argues that the specific research methodology 
chosen depends on the kind of data to be collected and analysed.  
There are essentially four principal research approaches 
(methodologies), each with it’s own discrete characteristics and specific 
demands on data.  The following is a summary of the four research 
methodologies: 
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• The descriptive survey method (Leedy 1993: 185), also referred 
to as the normative survey method, is employed to process data 
obtained through observation.  It thus attempts to account for 
influences that control a specific situation and is qualitative in 
nature; 
• The historical method (Leedy 1993: 223) is appropriate for data 
that are primarily documentary in nature or literary form and is 
qualitative in nature;  
• The analytical survey method (Leedy 1993: 123) analysis 
quantitative statistical data that need statistical assistance to 
extract their meaning; 
• The experimental method (Leedy 1993: 123,296) is appropriate 
for data derived from an experimental control situation and as 
such deals with the phenomenon of cause and effect. 
 
4.3 SURVEY METHOD APPLICABLE 
 
For the purpose of this thesis and for conducting research on the sub-
problems discussed in section 4.1 the descriptive survey method was 
chosen.  Leedy (1997: 190) defines the descriptive survey as a method 
of research that looks with intense accuracy at the phenomena of the 
moment and then describes precisely what the researcher sees.  This 
method of research assumes that whatever we observe at any one 
time is “normal” and under the same conditions could be observed 
again in the future.  Due to the latter, this research method was 
chosen. 
 
According to Leedy (1997: 191) the following characteristics can be 
associated with the descriptive survey research method: 
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• The descriptive survey method deals with a situation that 
demands the technique of observation as the principal means of 
collecting data. 
 
• The population for the study must be carefully chosen, clearly 
defined, and specifically delimited to set precise parameters for 
ensuring discreteness to the population. 
 
• Data in descriptive survey research is particularly susceptible to 
distortion through the introduction of bias into the research 
design.  Particular attention should be given to safeguarding the 
data from the influence of bias. 
 
• Although the descriptive survey method relies on observation for 
the acquisition of the data, those data must then be organised 
and presented systematically so that valid and accurate 
conclusions can be drawn from them. 
 
4.4 DEVELOPMENT OF THE QUESTIONNAIRE 
 
Sekaran (2003: 236) states that a questionnaire is a pre-formulated 
written set of questions to which respondents record their answers, 
usually within rather closely defined alternatives.  Questionnaires are 
an efficient data collection mechanism when the researcher knows 
exactly what is required and how to measure the variables of interest.   
 
According to Leedy (1997: 191) a questionnaire is a commonplace 
instrument for observing data beyond the physical reach of the 
observer. 
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4.4.1 Language 
 
All research, to be generally useful, must ultimately be presented as a 
written document.  To produce such a document, the researcher must 
possess the ability to use language with a degree of skill and accuracy 
that will clearly delineate all aspects of the research process (Leedy, 
1997: 38). 
 
Leedy (1997: 192) suggests that the most important guideline for 
questionnaire construction is: “Inspect the assumptions underlying the 
question.  Be sure the language is unmistakably clear to those 
expected to respond.” 
 
According Sekaran (2003: 239) it is essential to word the questions in a 
way that could be understood by the respondent.  If some questions 
are either not understood or are interpreted differently by the 
respondent, the researcher will obtain the wrong answers to the 
questions, and responses will thus be biased.  Hence, the questions 
asked, the language used, and the wording should be appropriate to 
tap respondents’ attitudes, perceptions, and feelings. 
 
4.4.2 Research Objectives 
 
According to Leedy (1997: 192) questionnaires should be designed to 
fulfill a specific research objective.  A lack of design and precision of 
expression can account for the small return of questionnaires when 
they are sent to a given population. 
 
Leedy (1997: 195) mentions the following important considerations in 
questionnaire construction: 
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• Be courteous  
 Questions constructed in a courteous way, will increase co-
 operation and enhance the chance of a questionnaire receiving 
 more kindly attention than one that continually pushes the 
 questions with only a commanding imperative attitude. 
 
• Simplify 
 Make the questionnaire as simple to read and to respond to as 
 possible.  The questionnaire should demand as little effort and 
 time as possible on the part of the respondent. 
 
• Consider first impressions 
 The researcher should put himself in the respondent’s shoes, 
 taking into account that the latter might never have met the 
 researcher.  The questionnaire must be cautious in tone and 
 contain reasonable demands. 
 
• Concentrate on the universal 
 Address questions to universal rather than to specifics, to 
 general problems and ideas rather than to purely personal 
 matter. 
 
• Make it brief 
 The questionnaire should be as brief as possible and should 
 solicit only those data essential to the research project.  The 
 research should test every item by the following criteria: 
 
 - What do I intend to do with the information I am soliciting? 
 
 - Is it absolutely essential to have this information to solve 
  any part of the research endeavour? 
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• Check for consistency 
 In questionnaires dealing with debatable or opinion-sensitive 
 issues or when you suspect that the respondent may give 
 answers deemed prudent rather than true, you may wish to 
 incorporate a counter back question into your list at some 
 distance from the first question.  This inclusion helps verify the 
 consistency with which the questionnaire was answered. 
 
• Send return postage 
 Accompany your questionnaire with a self-addressed, stamped 
 envelope for your respondents’ convenience in returning the 
 envelope. 
 
• Offer the results of the study to the respondent 
 Offer a summary of the results of the study to respondents in 
 return for their investment of time and courtesy in replying. 
 
• Think ahead 
 The researcher should have clearly in mind, even before 
 constructing the questionnaire, precisely how the data will be 
 processed after the results are received. 
 
4.4.3 Questionnaire construction 
 
Schnetler (1989: 47) states that questionnaire construction is 
influenced by factors such as content, format, type, wording and 
order.  Below is a discussion of these factors: 
 
• Question content 
 Questions contained in a questionnaire primarily fall into one of 
 four categories: 
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 - Factual questions are used at the beginning of a  
  questionnaire to identify and collect personal and socio-
  demographic information from respondents. 
 - Questions on opinions and attitudes are used to probe 
  feelings of convictions, ideas and values related to the 
  subject being researched. 
 - Information questions are used to accurately measure the 
  information level to which the respondents have been 
  exposed. 
 - Questions on behaviour are questions based on a  
  number of dimensions specific to the topic being  
  researched. 
 
• Question format 
 Questions can be either open (unstructured), or closed 
 (structured) which are used for large-scale data collection.  
 Closed questions often use a four-point scale which forces a 
 decision, whereas a five point scale allows a neutral answer 
 (Neville and Goddard 1996: 43). 
 
 According to Sekaran (2003: 239) open-ended questions allow 
 respondents to answer them in any way they choose.  A closed 
 question, in contrast, would ask the respondents to make 
 choices among a set of alternatives given by the researcher.   
 Closed questions help the respondents to make quick decisions 
 to choose among the alternatives before them.  They also help 
 the researcher to code the information easily for subsequent 
 analysis. 
 
 For the purpose of this research, use was made of closed 
 questions to target specific information and ensure that the data 
 collected could easily be analysed afterwards. 
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• Question wording and order 
 The wording of the questionnaire should approximate the level 
 of understanding of the respondents.  The choice of words 
 would depend on their education level, the usage of terms and 
 idioms in the culture, and the frames of reference of 
 respondents.  It is thus essential to word the questions in a way 
 that could be understood by the respondent.  If some questions 
 are either not understood or are interpreted differently by the 
 respondent, the researcher will obtain the wrong answers to the 
 questions, and responses will be biased (Sekaran 2003: 239).   
 
Leedy (1997: 198-199) provides the following guidelines for designing / 
evaluating a questionnaire: 
 
• Keep the questionnaire as short as possible ; 
• Make the questionnaire attractive by such techniques as brightly  
 colored ink or paper and laser printing ; 
• Organise the items so that they are easy to read and complete ; 
• Number the questionnaire pages and items ; 
• Put the name and address of the individual to whom the 
questionnaire should be returned at both the beginning and the 
end of the questionnaire even if a self-addressed envelope is 
included ; 
• Include brief, clear instruction printed in bold type and in upper- 
and lowercase (words in all capital letters are hard to read) ; 
• Organise the questionnaire in a logical sequence.  For example, 
you might group together items with the same content or items 
having the same response options ; 
• When moving to a new topic, include a transitional sentence to 
help respondents switch their train of thought ;  
• Begin with a few interesting and non threatening items ; 
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• Put threatening or difficult items near the end of the 
questionnaire ; 
• Provide a rationale for the items so that the respondent 
understands their relevance to the study ; 
• Include examples of how to respond to items that might be 
confusing or difficult to understand ; 
• State each item in as brief a form as possible ; 
• When a general question and a related specific question are to 
be asked together, it is preferable to ask the general question 
first.  If the specific question is asked first, it tends to narrow 
unnecessarily the respondent’s focus when answering the 
general question that follows ; 
• Do not use technical terms, jargon, or complex terms that 
respondents may not understand ; 
• Avoid using the words questionnaire and checklist on your form.  
Many persons are biased against these terms ; 
• Do not put important items at the end of a long questionnaire ; 
• Avoid terms like several, most and usually, which have no 
precise meaning ; 
• Avoid negatively stated items; they are likely to be misread by 
respondents.  The negative word tends to be overlooked, and 
respondents might give an answer that is opposite to their real 
opinion ; 
• Avoided “double-barreled” items that require the subject to 
respond to two separate ideas with a single answer.  For 
example: Although labour unions are desirable in most fields, 
they have no place in the teaching profession ; and 
• Avoided biased or leading questions.  If the respondent is given 
hints as to the type of answer that is preferred, the tendency is 
for the respondent to give that response. 
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4.4.4 Pilot study 
 
According to Leedy (1997: 192) all questionnaires should be presented 
on a small population in what is often referred to as a pilot study.  Every 
researcher should give the questionnaire to at least half a dozen 
friends or colleagues to test whether they have difficulty in 
understanding any item or whether any item may not ask exactly what 
the writer of the questionnaire is seeking to determine. 
 
The questionnaire constructed for this research was tested in 
interviews and the actual completion of the questionnaires with the 
Principle Job evaluation Committee, consisting of four employer 
representatives and four employee representative.  The pilot study 
indicated that no significant flaws existed in the questionnaire and only 
minor adjustments were required.  (See Annexure B for the Final 
Questionnaire) 
 
4.5 THE INFLUENCE OF BIAS IN RESEARCH DESIGN 
 
Leedy (1997:218) makes the point that data in descriptive survey 
research are particularly susceptible to distortion through the 
introduction of bias into the research design.  Particular attention 
should be given to safeguarding the data from the influence of bias. 
 
Bias is defined as any influence, condition, or set of conditions that 
singly or together distorts the data from what may have been obtained 
under the conditions of pure chance.  Furthermore, bias is any 
influence that may have disturbed the randomness by which the choice 
of a sample population has been selected (Leedy 1997: 219). 
 
The use of a simple, random sampling method can eliminate a great 
deal of bias.  The use of a pilot study also acts to minimise bias 
introduced through the way in which questions are worded.   
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4.6 SELECTION OF RESEARCH SAMPLE 
 
According to Sekaran (2003: 267), in research investigations involving 
several hundreds and even thousands of elements, it would be 
practically impossible to collect data from, or test, or examine every 
element.  Even if it were possible, it would be prohibitive in terms of 
time, cost and other human resources.  Study of sample rather than the 
entire population is also sometimes likely to produce more reliable 
results. 
 
As discussed in section 1.4, the research was limited to a specific 
region, namely, Eden/Overberg/Central Karoo region.  There are 
fourteen Municipalities and three District Municipalities in this Region.  
The questionnaires were distributed to all levels of the various 
municipalities. 
 
4.7 LETTER OF INTRODUCTION FOR QUESTIONNAIRES 
 
The letter of introduction for questionnaires should be carefully and 
thoughtfully structured and should stress the concerns of the person 
receiving the letter, rather than any selfish interest of the sender.  
Courtesy, understanding and respect for others, pay large dividends in 
a situation in which a researcher needs the co-operation of others.  
This is especially necessary in questionnaire survey studies (Leedy, 
1997: 196). 
 
The purpose of the letter of introduction was to introduce the 
researcher, briefly explain the aim of the research and also to explain 
the benefit of the research to the respondents. 
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The letter (See Annexure D) was sent to the different municipalities, 
under cover of the researcher’s personal letterhead and signed by the 
researcher himself, in his capacity as T.A.S.K. Job evaluation  
Manager. 
 
4.8 RESPONSE RATE 
 
The questionnaire process was conducted during the period 18 
October 2004 to 15 November 2004. 
 
Total Questionnaires Total Responses Response Rate 
255 102 40 % 
 
4.9 STATISTICAL TREATMENT OF DATA 
 
Leedy (1997:221) maintains that the descriptive survey method is a 
busy research method from the standpoint of the researcher.  It 
perhaps demands more activity than other methodologies.  It is also 
probably the most complex of all the research methodologies.  The 
activity connected with descriptive research is complex, time 
consuming and distracting.  It is therefore of utmost importance that the 
researcher does not loose sight of the problems and sub-problems 
identified for the research.  Survey research ultimately aims to solve 
problems through the interpretation of the data that have been 
gathered. 
 
The questionnaire was divided into two parts (See Appendix E): 
 
• Section A contains biographical questions, designed to collect 
background information on the respondents and to ensure that 
all seventeen municipalities in the Eden/Overberg/Central Karoo 
region take part in the process. 
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• Section B contains questions aimed at the respondents’ views 
and focuses on the nine-phase model for implementation of the 
T.A.S.K. Job evaluation System, as proposed by the researcher.  
Due to the fact that the respondents could influence phase 
seven and eight of the model, no questions were formulated on 
these two phases.   
 
Data obtained from the questionnaire were tabulated in the sequence 
as the survey questionnaire.  The tabulation of the data facilitated the 
interpretation and analysis described in chapter five. 
 
4.10 CONCLUDING REMARKS 
 
The purpose of this chapter was to present the theoretical basis for 
designing the survey questionnaire.  Chapter five presents an analysis 
and interpretation of the results of the descriptive survey which was 
used to evaluate the nine-phase model for implementation in the 
Eden/Overberg/Central Karoo region and to solve the main problem 
and related sub-problems. 
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CHAPTER 5: ANALYSIS AND INTERPRETATION OF THE 
RESULTS OF THE EMPIRICAL STUDY  
 
5.1 INTRODUCTION 
 
Chapter four describes the research methodology used in solving the 
defined sub-problems.  This chapter presents the results of the 
empirical study which was undertaken to critically evaluate the nine-
phase model which was developed for the implementation of the 
T.A.S.K. job evaluation system in the Eden/Overberg/Central Karoo 
region. 
 
The data was analysed and interpreted following the questionnaire 
structure namely: 
 
• Section A – Biographical Information. 
• Section B – Evaluation of the nine-phase model for 
implementation of the T.A.S.K. job evaluation system. 
 
5.2 ANALYSIS AND INTERPRETATION OF THE BIOGRAPHICAL 
INFORMATION 
 
Table 5.1 gives a breakdown of the respondents according to the 
municipalities within the Eden/Overberg/Central Karoo region. 
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Table 5.1 
Municipalities 
Questionnaires    
Sent Received % 
1.1 Overstrand Municipality 15 6 40% 
1.2 Theewaterskloof Municipality 15 5 33% 
1.3 Cape Agulhas Municipality 15 4 27% 
1.4 Swellendam Municipality 15 3 20% 
1.5 Overberg District Municipality 15 4 27% 
1.6 Langeberg Municipality 15 10 67% 
1.7 Mossel Bay Municipality 15 10 67% 
1.8 George Municipality 15 10 67% 
1.9 Oudtshoorn Municipality 15 2 13% 
1.10 Kannaland Municipality 15 5 33% 
1.11 Knysna Municipality 15 7 47% 
1.12 Bitou Municipality 15 4 27% 
1.13 Eden District Municipality 15 1 7% 
1.14 Laingsburg Municipality 15 3 20% 
1.15 Prins Albert Municipality 15 7 47% 
1.16 Beaufort West Municipality 15 11 73% 
1.17 Central Karoo District Municipality 15 10 67% 
  TOTAL 255 102 40% 
 (Source: Survey Questionnaire, Section A1) 
 
• A total of 255 Questionnaires were distributed and 102 were 
returned, which represents a percentage of 40 per cent. 
 
Table 5.2 indicates the number of employees at each municipality in 
the Eden/Overberg/Central Karoo region. 
 
Table 5.2 
Number of employees at each Municipality 
    Number 
1.1 Overstrand Municipality 704 
1.2 Theewaterskloof Municipality 472 
1.3 Cape Agulhas Municipality 222 
1.4 Swellendam Municipality 208 
1.5 Overberg District Municipality 320 
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1.6 Langeberg Municipality 423 
1.7 Mossel Bay Municipality 750 
1.8 George Municipality 821 
1.9 Oudtshoorn Municipality 520 
1.10 Kannaland Municipality 173 
1.11 Knysna Municipality 575 
1.12 Bitou Municipality 336 
1.13 Eden District Municipality 650 
1.14 Laingsburg Municipality 35 
1.15 Prins Albert Municipality 45 
1.16 Beaufort West Municipality 251 
1.17 Central Karoo District Municipality 178 
  TOTAL 6683 
 (Source: Survey Questionnaire, Section A2) 
 
Table 5.3 indicates the Directorate wherein the respondents are 
currently employed. 
Table 5.3 
Directorate 
    Number % 
3.1 Directorate Financial Services 18 18% 
3.2 Directorate Corporate Services 34 33% 
3.3 Directorate Community Services 13 13% 
3.4 Directorate Public/Engineering 
Services 
14 14% 
3.5 Any other directorate 23 23% 
  TOTAL 102 100% 
(Source: Survey Questionnaire, Section A3) 
 
• Note that 3.5 above refers to any other directorates, such as 
Environmental Health, Public Health, Administrative Services, 
Law Enforcement, Project Management and Municipal 
Management. 
 
• It is significant to note that 33 per cent of the respondents are 
from the Directorate Corporate Services. 
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Table 5.4 indicates the positions occupied by the respondents in the 
Eden/Overberg/Central Karoo region. 
 
Table 5.4 
Position 
Position Number 
Accountant 1 
Administrative Assistant 2 
Administrative Officer 6 
Archive Clerk 1 
Assistant Accountant 1 
Assistant Manager 1 
Cleaner 2 
Clerk Grade I 4 
Clerk: Creditors / Salary 1 
Clerk: Expenditure 2 
Clerk: Income 1 
Clerk: Motor Vehicle Registration 1 
Clerk: Rates & Taxes 1 
Clerk: Records / Typist 1 
Clerk (Senior) 1 
Community Developer 1 
Deputy Director: Human Resources 1 
Director: Community Services 1 
Director: Corporate Services 1 
Director: Electricity 1 
Director: Finance 2 
Director: Technical Services 1 
Electrician 1 
Environmental Health Practitioner 3 
Head: Administration 1 
Head: Community Safety 1 
Head: Disaster Management / Fire 2 
Head: Expenditure 2 
Head: Financial Statements & Ledger 1 
Head: Health, Housing & Community Dev. 3 
Head: Income 1 
Head: Meter Readers 1 
Head: Roads, Stormwater & Maintenance 1 
Head: Water, Sewerage & Sanitation 1 
Human Resource Practitioner 1 
IDP Co-coordinator 1 
Manager: Administration 2 
Manager: Community Services 3 
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Manager: Corporate Services 3 
Manager: Finance 1 
Manager: Health Services 1 
Manager: Housing 1 
Manager: Human Resources 1 
Manager: Income 2 
Manager: Technical Services 1 
Messenger 1 
Municipal Manager 2 
Office Assistant 1 
Personal Assistant: Municipal Manager 1 
Professional Nurse 4 
Secretary 5 
Senior Building Inspector 1 
Senior Librarian 1 
Senior Superintendent: Parks & Recreation 1 
Superintendent: Electricity 1 
Supervisor 1 
Supervisor / Driver 2 
Town Secretary 1 
Typist 3 
Typist / Telephonist 1 
TOTAL 95 
(Source: Survey Questionnaire, Section A4) 
 
• Seven respondents that completed the Questionnaire, did not 
indicate their positions.  The reason for this could be that the 
relevant respondents are still to be placed by their Municipality. 
 
• It is noteworthy that a great number of respondents hold 
Managerial positions.  What is worrying, is that not so many 
questionnaires were received from skill level one posts, which 
would include posts like general workers and handymen. 
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Table 5.5 indicates the period the respondents have been employed by 
their respective municipality. 
 
Table 5.5 
Number of years employed 
    Number % 
5.1 0-5 years 31 30% 
5.2 5-10 years 29 28% 
5.3 More than 10 years 42 41% 
  TOTAL 102 100% 
 (Source: Survey Questionnaire, Section A5) 
 
• The fact that 69 per cent of all respondents (5.2 plus 5.3) have 
been employed for five years and more, indicates that the 
employee turn-over at municipalities is not high. 
 
Table 5.6 reflects the period the respondents have been employed in 
their current position by the respective municipality. 
 
Table 5.6 
Number of years employed in current position. 
    Number % 
6.1 0-5 years 61 60% 
6.2 5-10 years 20 20% 
6.3 More than 10 years 21 21% 
  TOTAL 102 100% 
 (Source: Survey Questionnaire, Section A6) 
 
• It is significant to note that 60 percent of all the respondents 
have only been in their current positions. 
 
• It is the author’s opinion that the above is due to the merging of 
municipalities, and the creation of new organograms, with 
subsequent new posts. 
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Table 5.7 gives a breakdown of the gender of the respondents in the 
Eden/Overberg/Central Karoo region.   
 
Table 5.7 
Gender 
    Number % 
7.1. Male 61 60% 
7.2 Female 41 40% 
  TOTAL 102 100% 
 (Source: Survey Questionnaire, Section A7) 
 
Table 5.8 gives a breakdown of the age group of the respondents in 
the Eden/Overberg/Central Karoo region.   
 
Table 5.8 
Age Group 
    Number % 
8.1 21 – 30 years 10 10% 
8.2 31 – 40 years 35 34% 
8.3 41 – 50 years 42 41% 
8.4 51 – 60 years 15 15% 
8.5 Over 60 years 0 0% 
  TOTAL  102 100% 
 (Source: Survey Questionnaire, Section A8) 
 
• It is significant to note that ten per cent of all respondents are 
between the ages of 21 and 30 years as well as the fact that no 
questionnaires were received from respondents of 60 years or 
older. 
 
Table 5.9 indicates whether the respondents attended 
workshops/seminars on the T.A.S.K. job evaluation over the past two 
years.   
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Table 5.9 
Training 
    Number % 
9.1 Yes 67 66% 
9.2 No 35 34% 
  TOTAL  102 100% 
 (Source: Survey Questionnaire, Section A9) 
 
• Phase one of the model, which refers to briefing sessions being 
conducted, and was furthermore discussed in chapter three, 
stresses the point that awareness and acceptance by the work 
force are of utmost importance for the successful 
implementation of T.A.S.K.  In light hereof, it is reassuring to 
note the high number of respondents (66 per cent) who have 
already attended training on the T.A.S.K. job evaluation system. 
 
5.3 ANALYSIS AND INTERPRETATION OF THE NINE-PHASE 
MODEL FOR IMPLEMENTATION OF T.A.S.K. JE SYSTEM 
 
The main purpose of this section is to address the two sub-problems as 
mentioned in chapter 1.  The two sub-problems are as follows: 
 
• What knowledge is required from the T.A.S.K. job evaluation 
system? 
• What guidelines are required for the implementation for the 
T.A.S.K. job evaluation system? 
 
In the questionnaire questions were only asked on seven phases and 
not on phase seven (audit results) and phase eight (submit final results 
to National Moderation Commission) as suggested in the model in 
chapter 3.  The reason being that the respondents are unable to 
influence these two phases (seven and eight) due to the fact that it is a  
 
Chapter 5: Analysis and inerpretation of the Results of the Empirical Study  
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
87 
 
“given” and the agreement as per appendix A prescribes the method of 
dealing with these two phases. 
 
5.3.1  Phase 1: Conduct Briefing Sessions 
 
Table 5.10 indicates the importance of briefing sessions and the best 
way to conduct briefing sessions to respondents. 
 
Table 5.10 
Conduct Briefing Session 
  AGREE/ 
STRONGLY 
STRONGLY 
DISAGREE/  
  AGREE DISAGREE 
CONDUCT BRIEFING SESSIONS 
 
 
    
TOTAL 
No. 102 0 102 1.1 It is necessary to conduct briefing 
sessions % 100% 0% 100% 
No. 101 1 102 1.2 If the system is not developed in a 
participative manner, it could lead to 
an increased level of employee 
suspicion and less employee 
commitment to the end results 
% 99% 1% 100% 
No. 102 0 102 1.3 The communication process is critical 
to the successful implementation of 
the T.A.S.K. job evaluation system % 100% 0% 100% 
No.       1.4 The best way to ensure awareness at 
all levels of the organisation is to - %       
No. 71 31 102   •          conduct briefing sessions with 
groups of employees on the essence 
of the T.A.S.K. job evaluation system
 
% 70% 30% 100% 
No. 61 41 102   •          inserting articles in the in-house 
news letter
 % 60% 40% 100% 
No. 60 42 102   •          attaching a circular to 
employees pay advices, informing 
them about the T.A.S.K. job 
evaluation system 
% 59% 41% 100% 
 (Source:  Survey Questionnaire, Section B1) 
 
• In this section, the following comment was received from the 
respondents: 
 
- The P.J.E.C. must submit regular progress reports, on the 
T.A.S.K. job evaluation process, to management and  
Chapter 5: Analysis and inerpretation of the Results of the Empirical Study  
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
88 
 
  these reports must be displayed on all notice boards at  
  Municipalities. 
 
• In this section it is clear that the respondents realise the 
importance of a briefing session as well as a good 
communication process. 
 
5.3.2  Phase 2: Ensure Municipalities Readiness  
 
Table 5.11 indicates the extent to which the respondents agree or 
disagree on the processes that can assist in ensuring the readiness of 
Municipalities. 
 
Table 5.11 
Ensure Municipalities Readiness 
  AGREE/ 
STRONGLY 
STRONGLY 
DISAGREE/  
PROCESSES TO BE COMPLETED 
BEFORE THE JOB EVALUATION 
PROCESS CAN CONTINUE 
 
 AGREE DISAGREE 
TOTAL 
No. 101 1 102 2.1 A final organogram must be approved 
% 99% 1% 100% 
No. 95 7 102 2.2 Placements must be completed in 
accordance with placement policy % 93% 7% 100% 
No. 81 21 102 2.3 All disputes regarding placements 
must be resolved before a job 
description can be drawn up  % 79% 21% 100% 
No. 97 5 102 2.4 All employees involved with the 
writing of job descriptions, must be 
trained % 95% 5% 100% 
 (Source: Survey Questionnaire, Section B2) 
 
• In this section, the following comments were received from the 
respondents: 
 
 - All municipalities must indicate the Key Performance 
Areas (KPA’s) for each position on the organogram, 
which must correspond with the job description.  
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 - Management must determine the knowledge / skills / 
qualification and experience required, for each position on 
the organogram.   
 
 - A committee must be established in the region, to compile 
draft job descriptions, in order to ensure uniformity and 
translation from Afrikaans to English. 
 
 - All Unions must form part of all the processes above, to 
prevent disputes.
 
 
• It is significant to note that the respondents strongly agree or 
agree on the processes that must be followed.  In terms of the 
Agreement (Appendix A), these processes are compulsory and 
must be completed before the job evaluation process can 
commence. 
 
• It is the author’s opinion that placements process often creates 
disputes and easily inhibits the job evaluation process. 
 
5.3.3  Phase 3: Present Workshops 
 
Table 5.12 indicates the issues that should be addressed at workshops 
regarding the T.A.S.K. Job evaluation System. 
 
Table 5.12 
Present Workshops 
  AGREE/ 
STRONGLY 
STRONGLY 
DISAGREE/  
  AGREE DISAGREE 
ISSUES TO BE ADDRESSED AT THE 
WORKSHOP 
 
 
    
TOTAL 
No. 101 1 102 3.1 Purpose of the workshop 
% 99% 1% 100% 
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No. 101 1 102 3.2 Objectives to be achieved 
% 99% 1% 100% 
No. 98 4 102 3.3 Discussion of T.A.S.K. job evaluation 
system Collective Agreement % 96% 4% 100% 
No. 98 4 102 3.4 Theoretical session on the writing of 
the job analysis questionnaire and job 
description % 96% 4% 100% 
No. 101 1 102 3.5 Practical session on completing job 
analysis questionnaire % 99% 1% 100% 
No. 101 1 102 3.6 Practical session on the completion of 
the job description form %  99% 1% 100% 
No. 100 2 102 3.7 Discussion on examples of completed job descriptions % 98% 2% 100% 
No. 99 3 102 3.8 Discussion of examples of best 
practices  % 97% 3% 100% 
(Source: Survey Questionnaire, Section B3) 
 
• In this section, the following comment was received from the 
respondents: 
 
 - The P.J.E.C. must provide and discuss guide lines on 
determination of minimum requirements for various 
positions, at the workshops. 
 
• It is significant to note how high the degree is to which 
respondents strongly agree or agree to the abovementioned 
phase as well as specific issues to be addressed at the 
workshops (96 – 99 percent).   
 
It is the author’s opinion that, if a P.J.E.C. attends to the above 
issues (3.1 – 3.8), it will address sub-problem 1, namely: What 
knowledge is required from the T.A.S.K. job evaluation system? 
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5.3.4  Phase 4: Conduct Quality Control Checks 
 
Table 5.13 indicates the methods for conducting quality control checks. 
 
Table 5.13 
Conduct Quality Control Checks 
  AGREE/ 
STRONGLY 
STRONGLY 
DISAGREE/  
  AGREE DISAGREE 
METHODS TO CONDUCT QUALITY 
CONTROL CHECKS 
 
 
    
TOTAL 
No. 82 20 102 4.1 The best way to conduct quality 
control checks is to obtain ten job 
analysis questionnaires and job 
descriptions from each directorate, as 
samples 
% 80% 20% 100% 
No. 97 5 102 4.2 •          Conduct interviews with the role 
players on the samples received % 95% 5% 100% 
No. 94 8 102 4.3 •          The P.J.E.C. submits written 
comments on the samples received % 92% 8% 100% 
No. 95 7 102 4.4 •          Conduct site inspections  
% 93% 7% 100% 
No. 92 10 102 4.5 •          A combination of 4.3, 4.4 and 
4.5
 % 90% 10% 100% 
 (Source: Survey Questionnaire, Section B4) 
 
• In this section, the following comment was received from the 
respondents: 
 
 - The ten job analysis questionnaires and job descriptions 
from each directorate should be from all the different skill 
levels. 
 
• The Agreement (Appendix A) does not make provision for this 
phase and due to this, job descriptions of poor quality were 
submitted to P.J.E.C.’s.  As a result of the author’s own 
experience, quality control was introduced in this region.  The 
outcome hereof was job descriptions of high quality. 
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• This matter was relayed to the National Moderation Commission 
and consequently it was resolved that a moratorium will be 
placed on all job evaluations in South Africa (Appendix F).  In 
accordance to this moratorium, all P.J.E.C.’s must first conduct 
quality control and submit fifteen job descriptions from each 
municipality in their region, to the National Moderation 
Commission.  Depending on the quality of these job 
descriptions, a P.J.E.C. will be allowed to continue with 
evaluation. 
 
• It is the opinion of the author that this phase is the most crucial 
phase in the T.A.S.K. job evaluation process because it has 
already been proven on National level that job descriptions of 
poor quality, result in discrepancies in job grades. 
 
5.3.5  Phase 5: Submit Final Job Descriptions 
 
Table 5.14 indicates the extent to which the respondents agree or 
disagree regarding the submission of the final job descriptions. 
 
Table 5.14 
Submit Final Job Descriptions 
  AGREE/ 
STRONGLY 
STRONGLY 
DISAGREE/  
  AGREE DISAGREE 
SUBMIT FINAL JOB DESCRIPTIONS 
 
 
    
TOTAL 
No. 102 0 102 5.1 The incumbent of the post and the 
immediate supervisor should consult 
on the final job description % 100% 0% 100% 
No. 95 7 102 5.2 All parties must sign the job 
description simultaneously % 93% 7% 100% 
No. 20 82 102 5.3 It is not necessary that all parties 
must sign the job description % 20% 80% 100% 
No. 94 8 102 5.4 Both unions must sign the final job 
description form. % 92% 8% 100% 
No. 98 4 102 5.5 All parties must initial each page of 
the job description form % 96% 4% 100% 
Chapter 5: Analysis and inerpretation of the Results of the Empirical Study  
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
93 
No. 88 14 102 5.6 The final job description form must be 
completed in the preferred language 
of the incumbent % 86% 14% 100% 
No. 95 7 102 5.7 Municipalities must appoint persons 
to assist employees in the completion 
of the final job description form % 93% 7% 100% 
 (Source: Survey Questionnaire, Section B5) 
 
• In this section, the following comments were received from the 
respondents: 
 
 - Municipalities should appoint a translator to ensure that 
Xhosa speaking employees understand the process 
completely. 
 
 - The translator must ensure that each Xhosa employee 
understands the content of the job description before their 
signatures are obtained. 
 
• In 5.1 a 100 percent of the respondents strongly agree or agree 
that the incumbent of the post and the immediate supervisor 
should consult on the final job description.  It is the opinion of 
the author that there is a need in sub-ordinates to discuss their 
job with their immediate supervisors. 
 
• Point 5.2 to 5.5 indicates that the respondents are of the opinion 
that labour and union representatives must be an integrated part 
of this process. 
 
• In terms of the Agreement (Appendix A), the final job description 
(Appendix C) must be in English.  Point 5.6, however, indicates 
that the respondents strongly agree or agree that the job 
description form must be completed in their preferred language 
(86 percent). 
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5.3.6  Phase 6: Evaluate Posts 
 
Table 5.15 indicates the processes that must be followed before the 
evaluation of posts commence. 
 
Table 5.15 
Evaluate Posts 
  AGREE/ 
STRONGLY 
STRONGLY 
DISAGREE/  
  AGREE DISAGREE 
EVALUATE POSTS 
 
 
    
TOTAL 
No. 92 10 102 6.1 Before a post is evaluated, interviews 
must be conducted with the 
immediate supervisor % 90% 10% 100% 
No. 96 6 102 6.2 Before a post is evaluated, interviews 
must be conducted with the 
incumbent of the post % 94% 6% 100% 
No. 81 21 102 6.3 Both unions must attend these 
interviews, in an observant capacity % 79% 21% 100% 
No. 84 18 102 6.4 Site inspections must be conducted 
% 82% 18% 100% 
(Source: Survey Questionnaire, Section B6) 
 
• In this section, the following comments were received from the 
respondents: 
 
 - Confirm that the KPA’s on organogram corresponds with 
KPA’s on job description. 
 
 - Ensure that similar / generic positions have the same 
minimum requirements. 
 
 - Confirm the usage of machinery / tools etc. 
 
 - Confirm the seniority level and number of direct and 
indirect subordinates and that it corresponds with the 
organogram. 
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• The outcome of the questionnaires in this phase indicates that 
the respondents are of the opinion that their supervisor, the 
employee or union representative must be involved in the final 
process before the post will be evaluated. 
 
• What the author finds noteworthy, is the degree to which the 
respondents strongly agree or agree that they must be part of 
the process (6.2).  
 
5.3.7  Phase 9: Provide feedback to Municipalities 
 
Table 5.16 indicates the extent to which the respondents agree or 
disagree regarding feed back to Municipalities after the posts were 
evaluated. 
 
Table 5.16 
Provide feedback to Municipalities 
  AGREE/ 
STRONGLY 
STRONGLY 
DISAGREE/  
  AGREE DISAGREE 
FEEDBACK TO MUNICIPALITIES 
 
 
    
TOTAL 
No. 102 0 102 9.1 Before a municipality can implement 
the results of the T.A.S.K. job 
evaluation system, a briefing session 
must be conducted with all role-
players 
% 100% 0% 100% 
No. 77 25 102 9.2 The results of the T.A.S.K. job 
evaluation system must be published 
on the notice boards of a municipality % 75% 25% 100% 
No. 97 5 102 9.3 The minutes of the P.J.E.C. regarding 
the evaluation of a post, must be 
submitted to municipalities, after the 
final results have been received from 
the National Moderation Commission 
% 95% 5% 100% 
No. 96 6 102 9.4 Before an employee can appeal 
against the results of the T.A.S.K. job 
evaluation, the P.J.E.C. must have 
the opportunity to explain the manner 
in which the post was evaluated 
% 94% 6% 100% 
 (Source: Survey Questionnaire, Section B9) 
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• In this section, the following comments were received from the 
respondents: 
 
- The P.J.E.C. must provide a summary of job designations and 
evaluated levels with minimum requirements linked to the 
positions for the particular Municipality in question.   
 
- The P.J.E.C. must provide Standard Occupational Categories 
(SOC) Codes (for Skills Development Plan and Employment 
Equity purposes) with the job designations to ensure uniform 
use of codes in all Skill Plans and Employment Equity Plans / 
Reports. 
 
• What is significant in this phase, is that 25 percent of the 
respondents strongly disagree / disagree that the results of the 
T.A.S.K. job evaluation system must be published on the notice 
boards of a municipality (9.2). 
 
5.4 CONCLUDING REMARKS 
 
The purpose of this chapter was to analyse and interpret the data 
obtained through the research questionnaire.  The analysis and 
interpretation of the data was undertaken in terms of the research 
objectives stated in chapter one.  An evaluation of the results in the 
research questionnaire indicates that some of the principles discussed 
in chapter two and three were adhered to, there seemed to be a 
general feeling of acceptance of the T.A.S.K. job evaluation system. 
 
Chapter six offers conclusions and recommendations based on the 
abovementioned findings and will discuss problems and limitations 
encountered during the research.  Opportunities for further research 
will also be identified. 
Chapter 6:  Conclusion and Recommendations  
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
97 
 
CHAPTER 6: CONCLUSION AND RECOMMENDATIONS 
 
6.1 INTRODUCTION 
 
In this final chapter the main-and sub-problems of this research will be 
resolved through recommendations, which are based on the findings of 
the research addressed in chapter five. 
 
Problems and limitations encountered during the research, will be 
described and lastly opportunities for further research and suggestions 
forth application of the findings will be presented. 
 
6.2 RESOLUTION OF THE MAIN PROBLEM 
 
The main problem posed in this research, was: 
 
The development of a model for the implementation of the 
T.A.S.K. job evaluation system at municipalities, in the 
Eden/Overberg/Central Karoo region. 
 
In order to develop a strategy to conduct the research in a systematic 
manner, the following sub-problems were identified, to find an 
appropriate solution to the main problem: 
 
• What knowledge is required from the T.A.S.K. job evaluation 
system? 
 
• What guidelines are required for the implementation of the 
T.A.S.K. job evaluation system? 
 
The main and sub-problems were identified in order to determine  what 
will be the best way to implement the T.A.S.K. job evaluation system in  
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the Eden/Overberg/Central Karoo region and what knowledge is 
required from the T.A.S.K. job evaluation system.  The above-
mentioned sub-problems were dealt with as follows in preceeding 
chapters: 
 
• The knowledge aspect of the T.A.S.K. job valuation system were 
dealt with in detail in chapter two and three. Chapter two was a 
theoretical discussion of the job evaluation concepts and job 
evaluation systems, whilst chapter three dealt in detail with the 
T.A.S.K. job evaluation system. 
 
• The guidelines aspect for the implementation of the T.A.S.K. job 
evaluation was discussed in detail in chapter three.  The chapter 
also included a model that was developed by the author as well 
as a discussion on the nine-phases of the model. 
 
The results of the empirical study revealed the following main 
conclusions: 
 
• All respondents (100 percent) strongly agree or agree that a 
briefing session must be conducted before the job evaluation 
process starts. 
 
• A high number of respondents (79 – 99 percent) strongly agree 
or agree on the processes to e completed before the job 
evaluation process can continue. 
 
• The majority of the respondents (96 – 99 percent) strongly agree 
or agree on the issues to be addressed at the workshops. 
 
• Most respondents (80 – 95 percent) strongly agree or agree on 
quality control and the methods to conduct quality control. 
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• The majority of respondents (88 percent) strongly agree or 
agree that the final job description form must be completed in 
the preferred language of the incumbent. 
 
• The respondents strongly agree or agree (94 percent) that 
before a post is evaluated, interviews must be conducted with 
the incumbents of the post. 
 
• One hundred percent of all employees strongly agree or agree 
that, before a municipality can implement the results of the 
T.A.S.K. job evaluation with all role players. 
 
6.3 PROBLEMS AND LIMITATIONS 
 
No major problems were encountered in the research.  It must, 
however, be pointed out that due to the fact that the T.A.S.K. job 
evaluation system is a new concept to municipalities, the following 
problems were encountered: 
 
• Because this is a new job evaluation system, as problems arose 
at the different P.J.E.C.’s, procedures changed constantly on 
National level (National Moderation Commission) 
 
• Due to the fact that employees were previously excluded from 
the job evaluation process, they now over-compensated in their 
participation in the T.A.S.K. job evaluation process. 
 
• It is the author’s opinion that all structures, procedures and 
guidelines, from National level (National Moderation 
Commission), were not in place before T.A.S.K. was introduced 
and was it expected from P.J.E.C.’s to give direction to the 
process. 
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It is, however, not anticipated that the existence of the above three 
issues would have influenced respondents to the extent that biased 
opinions would have resulted in the questionnaires. 
 
6.4 RECOMMENDATIONS 
 
As stated in chapter one, the over-all objective of this study was to 
develop a model for the successful implementation of the T.A.S.K. job 
evaluation system at municipalities in the Eden/Overberg/Central Karoo 
region.  To achieve this objective, literature was consulted to identify 
theoretical guidelines for a job evaluation system and to discuss 
different job evaluation systems.  Secondly, a nine-phase model was 
developed for the implementation of the T.A.S.K. job evaluation 
system.  Thirdly, seven phases of this model was assessed in an 
empirical study and lastly recommendations were formulated to correct 
shortcomings in the model. 
 
It is the author’s opinion that the respondents strongly agree or agree 
that the model will ensure the successful implementation of the 
T.A.S.K. job evaluation system.  However, in order to increase the 
quality of job descriptions and also the inclusiveness of employees in 
the process, the following is recommended: 
 
Firstly, briefing sessions at municipalities must include employees of all 
levels and the following methods must also be added to the process: 
 
• Insert articles in the in-house newsletter; 
 
• Attach a memorandum to employees’ pay advice, informing 
them about the T.A.S.K. job evaluation system and later on 
about the progress of the process. 
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Secondly, all disputes regarding placement must be resolved before 
employees are allowed to draw up their relevant job descriptions. 
 
Thirdly, a municipality must submit fifteen complete job description 
forms from various levels, to the P.J.E.C. in order for them to conduct 
quality control.  If the P.J.E.C. informs the municipality that those job 
descriptions are up to standard, they will be allowed to continue with 
the writing of job descriptions. 
 
Fourthly, incumbents must be allowed to complete their job 
descriptions in their preferred language.  If necessary, it will be 
P.J.E.C.’s responsibility to translate these job descriptions for the 
National Moderation Commission. 
 
Fifthly, before a post is evaluated, interviews must be conducted with 
the incumbent of the post and both unions must attend these interviews 
in an observant capacity. 
 
6.5 OPPORTUNITIES FOR FURTHER RESEARCH 
 
It is anticipated that this study can provide a basis for further research.  
No major problems were identified by the respondents in the 
questionnaire.  However, it is the author’s opinion that due to the fact 
that this is a new job evaluation system for local authorities, employees 
could respond quite differently to the same questionnaire, after 
familiarising themselves and or completion of the process. 
 
The author is of the opinion that this research can be used as a basis 
for further research into the factors and sub-factors (chapter three) that 
is measured by the T.A.S.K. job evaluation system.  The purpose of 
this further research would be to ensure that the four T.A.S.K. factors 
and sub-factors are in fact applicable to local authorities. 
Chapter 6:  Conclusion and Recommendations  
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6.6 CONCLUDING REMARKS 
 
The purpose of this research was to develop a model for the successful 
implementation of the T.A.S.K. job evaluation system in local 
authorities in the Eden/Overberg/Central Karoo region.  It is the 
author’s opinion that he succeeded in the design and development of a 
nine-phase model for the implementation of T.A.S.K., as discussed in 
chapter three.  Furthermore, the questionnaire used in the empirical 
study, in chapter four, indicates that respondents strongly agree or 
agree that these nine-phases will guarantee the successful 
implementation of the T.A.S.K. job evaluation system. 
 
The author is furthermore of the opinion that due to this research and 
more specifically the nine-phase model, a flaw in the process was 
identified, namely the lack of quality control.  This research created the 
opportunity for the author to bring this important phase under the 
attention of the National Moderation Commission.  Accordingly, as 
mentioned in chapter five (Appendix F), a moratorium was placed on 
the job evaluation process. 
 
Lastly the author believes that the nine-phase model is generic of 
nature and can be used by all other P.J.E.C.’s throughout South Africa. 
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PREAMBLE 
 
Part one sets out the structures and processes to be adopted during the initial project to 
implement the TASK Job Evaluation System within the Municipal sector. 
Part two sets out the structures to be established at the end of the implementation phase 
in order to maintain the system. On the one hand this provides for employees to apply 
for re-evaluation of their jobs and on the other for continued monitoring and review of the 
established system and its reliability. 
The Implementation Project is a consequence of an agreement by the South African 
Local Government Bargaining Council (SALGBC) that there needs to be a uniform Job 
Evaluation System within the local government sector. It is the view of all parties that 
such uniformity is essential for a variety of sector processes such as wage bargaining, 
comparative understanding of workforce establishment levels and organisational form, 
sector skills planning and the organisation of education and training. 
This procedural document must be read in the context of the TASK Job Evaluation 
System, TASK Job Evaluation System Training Manuals and the TASK Job Evaluation 
Notes for the Municipal Sector. 
It is intended to guide the process to prevent unnecessary disagreements and disputes 
from slowing down implementation. It is the objective to seek to complete the initial 
implementation phase within a period of approximately 18 months.  
It is important that this process be as inclusive as possible and enjoys general 
acceptance by employees. No employee will end up with any less favourable terms and 
conditions of employment than they currently enjoy as a result of the job evaluation 
exercise. On the other hand employees must not expect that the implementation phase 
can provide satisfaction to every individual. It is also important to understand that the 
negotiations to align wages to the new evaluations are not automatically about wage 
increases for every employee but an exercise in conversion from existing Job Evaluation 
Systems to a single system. 
The first step is it to get the system implemented. Thereafter every individual will have 
the opportunity to apply for re-evaluation of their post in the event that they feel that their 
grade level does not fairly reflect their job content or that their job content has changed 
since the time of its initial evaluation.  
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PART ONE: THE PROJECT TO IMPLEMENT THE TASK SYSTEM 
SECTION A: IMPLEMENTATION STRUCTURES 
1. JOB EVALUATION REGIONS 
1.1. Job Evaluation Regions are the demarcated jurisdictions within which Principal 
Job Evaluation Committees (PJECs) will be established for the duration of the 
implementation phase. 
1.2. Every Metropolitan Council shall be a Job Evaluation Region.  
1.3. Further Job Evaluation Regions shall be determined by the Executive 
Committee of the SALGBC on recommendations made by Provincial Divisions 
of the SALGBC. 
1.4. Such recommendations must at minimum be inclusive of one District Area 
where there is a high concentration of employees or propose a combination of 
Districts Areas where there is a lower concentration of employees.1 
 
2. ESTABLISHMENT OF JOB EVALUATION REGIONS 
2.1. The General Secretary shall address a letter to the Metropolitan Division or 
Metropolitan Labour Forums2 requesting that they take steps to: 
(a) consult on Councils arrangements  in respect of  the designation of a Job 
Evaluation Manager3, the allocation of staff to establish a Job Evaluation 
Unit and matters of administrative and technical support for 
implementation; 
(b) arrange for the appointment by parties of PJEC members; 
(c) make arrangements for full time release for PJEC members with effect 
from the date of implementation; 
(d) convene an initial PJECs meeting to discuss preparations and forward 
planning for the commencement of implementation; 
(e) initiate the job description writing process as set out in 2 of Section C. 
2.2. The General Secretary of the SALGBC shall write to the Provincial Divisions 
requesting that they make recommendations on the establishment of Job 
Evaluation Regions under their Division. 
2.3. Subject to the SALGBC Executive Committee’s approval or amendment of their 
recommendations, the Provincial Divisions shall undertake such further steps as 
are necessary to ensure that : 
                                                 
1
 The term “District Area” is as used in the Structures Act and means the Districts Council and all 
local Councils within its demarcated area. 
2
 Nelson Mandela and Erkhuleni Metropolitan Councils only have Local Labour Forums the rest 
have Metropolitan Divisions. 
3
 There must be one Manager appointed to take overall responsibility. This person is referred to 
as the designated JE Manager. Other managers who may be part of the process may have a 
workplace job title of evaluation manager, but for the purposes of this agreement is not the 
designated JE Manager. They may be part of the Job Evaluation Unit and are referred to as job 
evaluation practitioners. 
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(a) The municipalities concerned designate a Job Evaluation Manager for the 
approved Job Evaluation Regions; 
(b) consult on such Municipalities arrangements  in respect of  the allocation 
of staff to establish a Job Evaluation Unit and such further steps as may 
be necessary to establish the administrative and technical support for 
implementation; 
(c) arrange for the appointment by parties of PJEC members; 
(d) make arrangements for full time release for PJEC members with effect 
from date of implementation; 
(e) convene an initial  PJECs meeting to discuss the preparations and 
forward planning for the commencement of implementation; 
(f) initiate the job description writing process as set out in 2 of Section C; 
 
3. PRINCIPAL JOB EVALUATION COMMITTEES (PJECs) 
3.1. Composition and Duration 
3.1.1. PJECs shall be composed of the following employer and trade union parties : 
(a) Four (4) Employer representatives including the designated Job 
Evaluation Manager; 
(b) Four (4) Labour representatives being two (2) from SAMWU and two (2) 
from IMATU. 
3.1.2. A Consultant will be in attendance at the initial phase, as per the contract with 
HCC, and thereafter as and when required in a technical, monitoring and 
advisory role. 
3.1.3. Parties may appoint in each job evaluation region alternates and may replace a 
representative at any time subject to such alternates or representative being 
adequately trained.4 
3.1.4. If for any reason a representative withdraws, or is removed, from the Committee 
it is the responsibility of the party to nominate a replacement to take up such 
vacancy subject to training and certification. 
3.1.5. No observers are allowed to attend committee meetings except where agreed in 
relation to training. 
3.1.6. The parties undertake to make every effort to appoint representatives who have 
a good understanding and experience of the local government workforce 
context. 
3.1.7. PJECs operate on a full time basis during the implementation phase and 
continue to function thereafter in the second phase as and when required. 
 
                                                 
4
 Note that the employer and unions are the defined parties. While alternates and replacement 
are allowed it is not encouraged. As far as possible all representatives must be withdrawn from 
other duties to work full time on Job Evaluation. 
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3.2. Powers and Functions 
3.2.1. A PJEC is responsible for preparation, supervision, planning, and 
implementation of the process of evaluation of all post levels and jobs in its area 
of jurisdiction, subject to the resolution of a dispute as to whether the Municipal 
Systems Act, Section 57 Managers are included or excluded from job 
evaluation, subject to the guidelines set out below. 
3.2.2. Any proposed changes to implementation plans or arrangements must be 
submitted to the Committee for prior approval. 
3.2.3. A co-ordinated communication strategy must be devised to inform the workforce 
on the TASK Job Evaluation System and its implementation.  
3.2.4. Function in terms of procedural norm and processes of work as set out under 3 
of Section C. 
3.2.5. PJECs make all decisions through consensus.  
3.2.6. The quorum for any meeting is a minimum of one representative from each 
party. 
3.2.7. To fulfil its functions a PJEC shall be provided with access to all relevant data 
and records which may be necessary to plan implementation and to provide 
insight into evaluation as set out in Annexure A.5  
3.2.8. The PJEC may conduct any site or job process inspections or demonstrations 
of technology that are necessary to provide insight to assist with job evaluation. 
3.2.9. The PJEC may, as set out in 2.1.7 of Section C amend and approve a Job 
Description for purposes of evaluation.  
3.2.10. The PJEC may establish SJECs as it deems necessary to achieve the 
implementation of its objectives subject to the approval of the Moderation 
Commission. 
3.2.11. The PJEC is required to confirm, or amend and confirm, the evaluation 
outcomes determined by all SJEC. 
3.2.12. The PJEC shall remain functionally responsible for the operational conduct of 
job evaluation not-with-standing its establishment of SJECs. 
3.2.13. The PJEC is responsible for all functions related to ensuring consistency in the 
application of the process throughout its jurisdiction and such responsibilities 
may not be delegated to a SJEC. 
3.2.14. The PJEC is responsible for ensuring that the external auditing process is 
conducted as frequently as may be determined and must adhere to any rulings 
made by the Moderation Commission. 
3.2.15. The Provisional Outcomes report of a PJECs is subject to ratification by the 
Moderation Commission as a Final Outcomes Report prior to notification of any 
employee. [ see further under section D 1] 
3.2.16. The PJECs function under the relevant Division of the SALGBC in respect of 
any disputes that may arise as detailed below. 
                                                 
5
 Annexure A is intended to set out obvious information on which there should be no dispute 
about disclosure and other matters where disclosure may be contested. 
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3.2.17. The PJEC exercises the above powers through consensus and in the event of 
any failure to agree on the exercise of such powers shall refer the matter to 
each party, to the Moderation Commission in the case of a disagreement, or to 
the SALGBC in respect of any dispute, as set out under section B. 
3.2.18. The PJECs may make recommendations to the Moderation Commission on any 
matter they consider may assist in the uniform implementation of job evaluation 
or the rationalisation of job title designations.  
3.3. Rights and Responsibilities of Members  
3.3.1. All nominees for membership shall make a written undertaking to undergo 
training as job evaluators. 
3.3.2. Members shall report to work through the designated Job Evaluation Manager 
in terms of normal working hours that shall not be less than an 8-hour working 
day. 
3.3.3. All members shall acknowledge in writing the normal starting and finishing 
hours that are agreed.   
3.3.4. Members of the committee shall maintain confidentiality on all scores and 
grading outcomes prior to formal notification and shall otherwise avoid 
disclosing information obtained in the process of job evaluation in a manner that 
may prejudice effective implementation. 6 
3.3.5. Members of the Committee enjoy equal standing in the conducting of job 
evaluation, as members of a composite committee, irrespective of the union 
membership or non-membership of employees or categories of employee, that 
are being evaluated.  
3.3.6. Labour representatives shall be provided with full time release from their normal 
work duties to fully participate in the Job Evaluation process. 
3.3.7. Such release shall be provided not withstanding the full time rights accorded in 
terms of the organisational rights agreement but will terminate as and when the 
implementation phase is completed. 
3.3.8. Employer representatives must be provided with adequate arrangements to 
ensure they are able to conduct Job Evaluation on a full time basis. 
3.3.9. Municipalities shall ensure that no Committee member is prejudiced in their 
position or job advancement as a result of their participation. 
3.3.10. Members will where possible be provided with reasonable administrative and 
transport facilities to undertake duties directly related to the PJEC’s work 
programme. 
3.3.11. It is the responsibility of every member of a PJEC to : 
(a) conduct evaluation with due respect to the integrity of the TASK Job 
Evaluation System, its accepted rules, definitions and terminology; 
(b) seek, in so far as is reasonably possible, to reach agreement on 
evaluations through consensus; 
                                                 
6
 Confidentiality of scores and provisional grades is necessary to avoid misinformation and 
premature “appeals”. The process is not one of “mandate bargaining”. A lack of transparency on 
the other hand is counter-productive. Parties have a duty to keep their constituencies informed. 
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(c) co-ordinate their communication with employees and provide support to 
their constituencies to facilitate the implementation of the job evaluation 
process; 
(d) maintain confidentiality in respect of any information provided under the 
agreed terms of confidentiality. 7 
3.3.12. The parties have the right to: 
(a) consult with their constituency on any matter except on scores and 
grading outcomes prior to formal notification; 
(b) request information or the further analysis or reformulation of information 
that is relevant to Job Evaluation;  
(c) request the conduct of site inspections and work demonstrations.  
(d) be furnished with written reasons for a refusal to disclose information or 
conduct a site inspection or work demonstration.  
3.3.13. In any dispute which may arise over information disclosure, site inspection 
requests, or any other exercise of the PJECs powers and functions the parties 
may refer the matter to their party but shall otherwise abide by the terms set out 
under Section B. 
                                                 
7
 The more general ethos of confidentiality is dealt with in 3.3.4. This is for when specific 
undertakings are made.  
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3.4. Duties and Responsibilities of  the Designated Job Evaluation Managers 
3.4.1. In respect of every PJEC and its Job Evaluation Region the employer shall 
ensure that a designated Job Evaluation Manager is appointed to oversee the 
process as a whole for the duration of the implementation phase. 
3.4.2. The SALGBC Division concerned shall be informed of the names of such 
persons, or any change that may arise.  
3.4.3. The employer is responsible for allocating additional job evaluation practitioner 
capacity and administrative support necessary for implementation, which staff 
shall be know as the Job Evaluation Unit 8and function under the supervision of 
the designated Job Evaluation Manager. 
3.4.4. Designated Job Evaluation Managers are responsible for servicing and making 
arrangements on behalf of the PJEC and subsidiary structures as set out below 
or as may be agreed by the PJEC. 
3.4.5. The designated Job Evaluation manager is responsible for arranging 
administrative support and systems including:  
(a) administrative and secretarial support to the committees; 
(b) obtaining and preparing any information necessary for the evaluation 
process or as may be requested by the committee; 
(c) effective translation services when necessary; 
(d) notices of meetings and co-ordinating attendance at meetings; 
(e) establishing and maintaining a Data Bank and administrative systems as 
prescribed;  
(f) arranging communication strategies and information sessions as agreed 
by the PJEC; 
(g) arranging for the interview of employees, superiors and managers; 
(h)  arranging site inspections or similar exercises; 
(i) forward planning of the programme of work and any other proposals to 
advance the implementation process; 
(j) any further matters including such as are set out under Section C. 
3.4.6. The designated Job Evaluation Manager may delegate any of his or her 
responsibilities to other staff within the Evaluation Unit.   
4. SUBSIDIARY JOB EVALUATION COMMITTEES (SJECs) 
4.1. May be set up by a PJEC where the volume of work required to complete the 
job evaluation exercise within a period of approximately 18 months so requires.  
4.2. Shall be composed of the same number of members as the PJEC and subject 
to the same rights and responsibilities of members.  
                                                 
8
 This is not meant to imply a physical unit in one place – it can be a “network” of staff from 
different departments or municipalities. 
  
 116
4.3. Shall be limited to the function of evaluating jobs subject to confirmation or 
amendment of their findings by the PJEC. 
4.4. Shall function in terms of the same procedures as the PJEC subject to the 
referral of any disagreement or dispute to the PJEC for its decision.  
4.5. All outcomes arrived at by SJEC’s shall be subject to confirmation by the PJEC. 
4.6. SJEC’s cease to exist at the end of the implementation phase. 
5. NATIONAL MODERATION COMMISSION 
5.1. Establishment and Composition 
5.1.1. Shall be established at the commencement of the Job Evaluation 
implementation process. 
5.1.2. Shall be composed of five (5) representatives of SALGA, three (3) 
representatives of SAMWU and two (2) representatives of IMATU.  
5.1.3. Such representatives should preferably be active PJEC members but shall in 
any event have undergone training in the TASK System as a pre-condition of 
membership.  
5.1.4. Shall include up to two principal representatives of Human Capital Corporation 
(HCC) in an advisory capacity as and when required. 
5.2. Powers and functions  
5.2.1. The Commission makes its decisions by consensus.  
5.2.2. The  powers and functions of the committee (to be read in conjunction with 
Annexure B) is to moderate 9Job Evaluation outcomes decided by PJECs 
through interalia: 
(a) seeking to reach consensus on the consistent application of the TASK Job 
Evaluation system in terms of its rules, definitions and terminology; 
(b) receiving auditing10 reports and moderation recommendations; 
(c) intervening where necessary to correct a PJEC’s application of the 
system; 
(d) recommend refinement,  customisation or modification changes; 
(e) evaluate the possible effects of language barriers and or literacy factors 
on the application of the system; 
(f) evaluating , in relation to occupational categories, issues of equal value 
for equal working in respect of race, gender and disability;  
(g) seeking to resolve any disagreements that may arise through consensus. 
                                                 
9
 Moderating means to adjust outcomes or results to achieve an equivalent norm or standard. 
10
 Auditing is used to refer to a technical exercise in identifying whether in the view of “auditor” the 
system is being correctly applied. Such report may be correct but could differ in its assessment 
from another audit. Or it may be in error. Moderating is the process of agreeing on adjustments 
which will either confirm the audit recommendation, or may correct it in one or another respect.  
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5.2.3. Shall be responsible for developing proposals to be tabled at the SALGBC for 
agreement on a uniform system of post or job title designations to apply 
throughout the sector.  
5.2.4. May establish such ad hoc committees as it considers necessary to carry out its 
functions. 
5.2.5. Such committees may be composed of any persons provided they are either 
PJEC or Moderation Commission members. 
5.2.6. The Moderation Commission may delegate to any committee referred to in 5.2.4 
any of its functions provided that such delegation is limited to carrying out 
functions within prescribed terms consistent with previously agreed moderating 
determinations.  
5.2.7. The Moderation Commission has overall responsibility for the supervision of the 
implementation phase but is accountable to the SALGBC Executive Committee 
in terms of such rules as the Executive Committee may determine. 
5.2.8. Without limitation of 5.2.7 the Moderation Commission:  
(a) shall refer any matter having financial implications for prior approval; 
(b) may make recommendations on the amendment of this agreement or any 
related matters; 
(c) provide periodic reports on the implementation process and any related 
matters. 
(d) prepare the final outcome report of the PJEC for notification. 
 
  
 118
 
SECTION B: DISAGREEMENTS AND DISPUTES11 
1. DISAGREEMENTS 
1.1. Disagreement refers to : 
1.1.1. A failure to reach agreement on a job evaluation outcome which measures the 
intrinsic value of the job. 
1.1.2. An allegation by one or other party that another party is : 
(a) failing to respect the integrity of the process, with due regard to the 
evaluation systems definitions, rules and internal logic; 
(b) placing undue emphasis on any matter external to the evaluation process 
including, but not limited to, the impact of pre-existing job descriptions, job 
titles or grades, the Organogram(s) of the municipality, and the potential 
costs of wage adjustments; 
(c) misinterpreting the terms of this agreement in so far as it relates to 
procedures.  
1.2. Such disagreements are subject to referral to the Moderation Commission, or to 
a PJEC in the case of a SJEC. 
1.3. Determinations made by a PJEC are final and binding on an SJEC and 
determinations made by the National Moderation Commission are final and 
binding on all PJECs. 
2. DISPUTES 
2.1. Disputes refers to any matter which arises from an allegation that there has 
been a failure or refusal to: 
2.1.1. Provide any representative with adequate facilities to fulfil their role as a 
committee member.  
2.1.2. Disclose adequate information and documentation or to provide for investigation 
and fact-finding in order to reach consensus on a job description. 
2.1.3. Agree on an implementation plan and or adhere to the guidelines and 
procedures set out in this agreement to an extent that undermines the 
commencement or continued implementation of the process. 
2.1.4. Agree to avoid or correct alleged frivolous or obstructive behaviour by any 
representative.  
2.1.5. Any matter on which the Moderation Commission is unable to agree on a 
determination. 
                                                 
11
 It is necessary to distinguish between “disputes” which arise as a failure to agree on a matter 
between the employer and unions which are external to the job evaluation process as such and 
“disagreements” which arise within the application of the system.  Many of the later are likely to 
be evidently in contradiction with the basics of systems and will be moderated.  The provision that 
it goes to arbitration if the Moderating Commission cannot resolve the matter must be seen as the 
exception. Most disagreements will be about misapplication of the rules. Hence the detail about 
likely terms of reference which clearly indicate “high order” issues of principle. 
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2.2. Disputes referred to from 2.1.1. To 2.1.4. shall be referred to the relevant 
Division of the SALGBC which shall attempt to resolve the matter failing which 
the party having declared the dispute may have recourse to Arbitration in terms 
of the disputes resolution procedure of the SALGBC. 
2.3. Disputes in terms of 2.1.5. shall be referred to Arbitration. 
2.4. In any Arbitration in terms of 2.3 Human Capital Corporation shall be entitled to 
give evidence in their own right and shall not be called to give evidence on 
behalf of either the employer or union parties. 
2.5. The terms of reference of such arbitration, subject to the details of the particular 
matter giving rise to the dispute, shall be for the arbitrator to adjudicate the 
dispute having due regard to : 
(a) The TASK Job Evaluation System and prior decisions of the Moderation 
Committee; 
(b) The terms of this  agreement; 
(c) General principles of law having to do with fair labour practices and equity 
in employment relations; 
(d) General principles and arguments as to the purpose and objective of job 
evaluation. 
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SECTION C: GUIDELINES FOR LOCAL IMPLEMENTATION  
1. DESCRIPTION OF CONTEXT 
1.1. The Job Evaluation process takes place within the context of related employee 
management systems and established labour relations arrangements. 
1.2. The purpose of this section is to: 
(a) identify where it is necessary to take steps in terms of normal workplace 
and industrial relations procedures to support the job evaluation exercise; 
(b) provide guidelines to govern the normal working arrangements of PJECs 
or SJECs.  
1.3. Unless otherwise specified the Organisational Rights Agreement and 
constitution of the SALGBC regulate matters undertaken through normal labour 
relation’s arrangements. 
1.4. Matters to be undertaken through labour relation’s procedures should only 
commence once the PJEC members have been appointed.  
2. NORMAL LABOUR RELATIONS PROCEDURES 
2.1.   Compilation of Job Descriptions 
2.1.1. A prerequisite for the effective operation of PJECs is the compilation and 
agreement of Job Descriptions in terms of a standard format consistent with the 
requirements of the TASK Job Evaluation System.  
2.1.2. This activity falls primarily within the area of normal labour relations and 
requires the engagement of Managers and shopstewards through normal labour 
relation’s channels. 
2.1.3. Supervision of job description compilation takes place through the Metropolitan 
and Provincial Divisions of the SALGBC and Local Labour Forums subject to 
the plan devised by the PJEC. 
2.1.4. The designated Job Evaluation Manager must at the earliest opportunity takes 
steps to ensure that: 
(a) all information relevant to existing job descriptions is obtained and collated  
as base documentation to support  job description writing;  
(b) persons in the Job Evaluation Unit are trained to assist in training 
workplace managers or shopstewards the writing and compilation of job 
descriptions; 
(c) training briefings are conducted with  relevant departmental and line 
managers to assist with this process; 
(d) all Local Labour Forums (LLFs) within the Evaluation Region are briefed  
of the job description writing process; 
(e) trade unions identify persons from amongst their LLF representatives to 
be provided with training on job description compilation. 
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2.1.5. The trade union parties to each Local Labour Forum shall : 
(a) identify one each of their number on each forum  as their primary co-
ordinator in respect of the job description compilation exercise; 
(b) identify further shopstewards for training on the basis of an additional 1 
where there are more than 500 but less than 1000 employees, 2 where 
there are more than 1000 employees but less than 3000 and thereafter 4 
unless otherwise agreed.  
(c) ensure that such co-ordinator and shopstewards participates in a one day 
training session on the key issues underlying the TASK Job Description 
format conducted by the Job Evaluation Managers with the participation of 
PJEC members. 
(d) conduct any further training of shopstewards or members in job 
description inputs and writing as they may consider necessary subject to 
the organisation rights agreement.  
2.1.6. In order to arrive at an agreed job description the following steps shall be taken: 
(a) the Job Evaluation Manager and/or Unit will provide all relevant pre-
existing records to the Head of Department, or a delegated manager, and 
to the identified trade union co-ordinators; 
(b) provide the participants in the job description writing exercise with 
sufficient copies of the prescribed Job Description Form for their separate 
use in obtaining inputs on the job description. The representatives 
identified in 2.1.5 above shall consult with their members or post 
incumbents to provide input on the job description: 
(c) they shall also be responsible in the case of generic or interchangeable12 
posts for identifying  such representative interviewees as the PJEC may 
require;  
(d) management shall consult each posts immediate superior, and where 
relevant, immediate subordinates, to obtain inputs on the Job Description. 
(e) the trade union and management shall be consulted on to seek to reach 
consensus on a Final Job Description Form. 
(f)  where points of dispute remain the HOD, or delegated representative will 
convene a meeting of the shopsteward, post interviewees, posts 
immediate superior and or subordinate and seek to reach agreement.  In 
the case of a post without an incumbent, a similar procedure in terms of 
clause (a), (b), (c), (d), (e), (f), (h) will apply; 
                                                 
12
 A generic job description applies where there are a large number of posts in an occupational 
level all of which do essentially the same work.  Examples are Electricians, general workers or 
basic clerical or administrative jobs. Interchangeable jobs are jobs in which the category or 
content of work can change but remains essentially similar in its skill level content. Examples are 
similar. Whether or not a post is regarded as  interchangeable  may be a matter of contractual 
conditions. 
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(g) once there is agreement on the Job Description it shall be signed by the 
post incumbent/s, the trade union representatives, the immediate superior 
to such post and the HOD and be forwarded to the Job Evaluation 
Manager. 
(h) the post identification numbers must be reflected on all final job 
descriptions. 
2.1.7. The Job Description in 2.1.6 (h) is final save to the extent that it may be 
amended by the PJEC as set out in 3.2.9, Section A 
2.1.8. Where no agreement can be reached the areas of agreement and 
disagreement will be recorded and jointly referred as a Dispute within 14 days 
to the relevant Division of the SALGBC.   
2.1.9. The Divisional Disputes resolution committee shall seek to conciliate such 
dispute through fact finding, including on site intervention, and or reference to 
other job descriptions in its jurisdiction and agree on a single Job Description. 
2.1.10. In the event that the disputes committee cannot reach agreement between the 
trade union and employer parties the matter shall be referred to Arbitration. 
2.1.11. The terms of reference of such arbitration are to make a determination on the 
Job description.   
2.1.12. The agreed job description or job description determined by arbitration is final 
and binding on all parties and post incumbents, and shall be forwarded to the 
PJEC for evaluation. 
2.2. Other Matters 
2.2.1. The parties undertake to familiarise their respective constituencies with the 
content of this document. 
2.2.2. PJECs role is to conduct Job Evaluations and where ever necessary shall refer 
matters which require changes to organogams or any other matter extraneous 
to Job Evaluation to their parties for normal labour relations consultation and 
dispute resolution. 
3. PJEC WORKING ARRANGEMENTS 
3.1. Meeting Rules 
3.1.1. The PJECs and SJECs shall appoint a chairperson and vice chairperson to 
perform the normal duties associated with such office.  
3.1.2. Where the chair is from the employer party the vice chair shall be from the 
labour parties and visa versa. 
3.1.3. The committee functions in terms of normally understood rules of meeting 
procedure. 
3.1.4. An agenda should be prepared for every meeting or defined session of 
meetings per week. 
3.1.5. The proceedings of all meetings must be minuted with particular reference to all 
prescribed administrative recording requirements. 
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3.2. Initial Phase 
3.2.1. The implementation process starts with appointment of the designated Job 
Evaluation Manager, identification of persons in the Job Evaluation Unit and 
appointment of PJEC, and where necessary SJEC, members. 
3.2.2. The designated Job Evaluation Manager shall then take such steps as are 
necessary to obtain data and information and establish an administrative 
system and commence the job description writing process as set out above. 
3.2.3. Briefings and training in Job Description writing as set out above will be 
organised through the Job Evaluation unit and with the participation of PJEC or 
SJEC members and based on training material devised by the SALGBC. 13  
3.2.4. The SALGBC shall as soon as possible arrange for PJEC training in the TASK 
Job Evaluation System. 
3.2.5. The Training Course [of two (2) days] will include material relating to this 
agreement and only persons who participate fully will be issued with certificates. 
3.2.6. The preparatory and planning phase which follows must be seen as an 
extension of training at the practical level and parties must ensure the full 
participation of their representatives. 
3.3. Preparatory Planning and Evaluations  
3.3.1. This requires that documentation, as set out in Annexure C is developed to 
enable the PJEC to agree on a plan of action: 
3.3.2. The committee shall discuss such information and develop a plan with due 
regard to identifying an approach which will insulate the job evaluation exercise 
from undue influence by issues which are extraneous to the integrity of the 
TASK System.  
3.3.3. The committee shall consider proposals from designated job evaluation 
management on the selection of a range of  “benchmark” posts across all post 
levels and job categories in the workforce to be evaluated in order for PJEC 
members to familiarise themselves with the process. 
3.3.4. Particular attention must be paid to selecting jobs or categories of jobs that 
have traditionally been reserved on gender, racial or disability grounds in order 
to assess questions of equal value for equal work.14 
3.3.5. The order of procedure during this initial exercise shall seek to be random 
relative to the order of the hierarchy of jobs. 15 
3.3.6. Posts evaluated in this phase should be selectively reviewed for consistency 
with subsequent evaluation outcomes towards the end of the implementation 
phase prior to finalising the Provisional Outcomes report referred to in 1.3  of 
Section D.  
                                                 
 
14
 “Equal value for equal work” is not the same as  “the rate for the job”. It is about ensuring that 
there are not hidden factors or traditions which have for example undervalues a particular 
occupation because it is normally or predominantly occupied by women or a particular race 
group. 
 
  
 124
3.3.7. No  evaluation shall proceed to the next stage before the preliminary auditing 
and Moderation of its work.  
3.3.8. The designated Job Evaluation Manager shall in conjunction with this step 
present a plan of action identifying the Municipalities or sections and sub-
sections of the Municipality in which full Job Evaluation will be sequenced. 
3.3.9. The order in which post are evaluated within such sections or sub-sections 
should seek to balance the need to follow a top-down or bottom - up approach 
to the hierarchy of occupational levels for reasons of the logistical efficiency with 
the potential prejudicial affect of a simply one directional approach.  
3.3.10. The PJEC shall discuss and seek agreement on this plan and the designated 
Job Evaluation Manager shall then take such further steps as are necessary 
with the assistance of PJEC members to ensure that arrangements are made to 
commence with the TASK job evaluation. 
3.3.11. In the event of any disagreements or disputes arising from this process they will 
be dealt with in terms of Section B above. 
3.4. Procedures in Evaluation Process 
3.4.1. Once agreement is reached on the plan of action the implementation of the 
TASK job evaluation commences. 
3.4.2. In operational terms the committee must first:  
(a) ensure that adequate job descriptions have been presented together with 
relevant supporting documentation;  
(b) be provided by the HOD or senior management in the section concerned 
with an overview of its functions and sub-functions and methods of work 
arrangement; 
(c) Interview, where necessary, the post incumbent or “representative” 
incumbent(s) their immediate superior and Head of Department and, as 
may be necessary to determine the facts, carry out site inspections, and 
requesting further information or explanations of work arrangements and 
technology utilised. 
3.4.3. Interviewees may make oral and written submissions.  
3.4.4. Every effort must first be made to reach consensus on the validity of the job 
description presented relative to information gained and otherwise to record 
accurately the factors on which there is disagreement.  
3.4.5. In the event of a refusal by any person to confirm such description, or to 
participate in being interviewed, the Committee may determine a job description 
for the purposes of its own progress. 
3.4.6. Any such individual interviewee who refuses to sign, or participate, may 
approach any party to submit the matter to disputes resolution within 10 working 
days failing which the PJEC determined description prevails. 
3.4.7. The scoring exercise takes place around a computer with the committee making 
every effort to reach consensus on: 
(a) determination of the skill level of the post ;  
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(b) the scoring of the factors relating to Complexity, Knowledge, Influence 
and Pressure;  
(c) the scoring of the sub-factors relating to Complexity, Knowledge, 
Influence and Pressure. 
3.4.8.  In the event of a failure to reach agreement on 3.4.7 (a) or (b) and unless 
otherwise agreed, the evaluation shall be held in abeyance and or be referred to 
auditing and moderation as a disagreement.  
3.4.9. In disagreement on a selection in 3.4.7 (c) in the fine tuning sub factors the 
committee may continue to generate as many alternative outcomes as seem 
reasonable under the circumstances to examine the extent of such 
disagreement. 
3.4.10. The nature and motivations leading to any disagreement at every factor and 
sub-factor score must be recorded.  
3.4.11. If more than one Alternative Outcome has been generated it is incumbent on 
the committee to make further efforts to reconcile their differences and seek to 
agree on a single Provisional Outcome.16  
3.4.12. Such report must include a special report on any disagreement that continues to 
exist. 
3.4.13. These Reports will be audited and referred to the Moderation Commission for 
approval and the resolution of any disagreements. 
                                                 
16
 Different levels of “outcome” are defined below.  
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SECTION D: OUTCOMES, NOTIFICATION17 AND WAGE CURVE, 
1. OUTCOMES 
1.1. Provisional Outcomes are those on which agreement has been reached and 
confirmed by the PJEC.  
1.2. During implementation the Auditing and Moderation process will have provided 
confirmation of many of these outcomes, but not withstanding this such 
Outcomes remain provisional until the full Provision Outcomes Report is 
confirmed by the Moderation Commission. 
1.3. A Provisional Outcomes Report covering the entire Job Evaluation Region shall 
be confirmed by the PJEC and submitted to the Moderation Commission when 
all posts in a Job Evaluation Region have been evaluated. 
1.4. The Moderation Commission shall confirm, or amend and confirm such report, 
as the Final Outcomes Report for each Job Evaluation Region where after the 
Municipalities concerned will notify employees of their final TASK Grades.  
1.5. No employee shall be informed of his or her provisional Grade prior to 
confirmation of the Final Outcomes Report and the determination of the wage 
curve. 
1.6. Employees are entitled to appeal against their notified Grade to the Provincial 
Appeals Commission within 6 weeks of notification as set out under Part 2 
below. 
2. WAGE CURVE  ALIGNMENT NEGOTIATIONS 
2.1. From the start of the implementation of Job Evaluation it shall be part of the 
brief of the designated Job Evaluation Manager to gather Data on existing wage 
rates and the wage curve and to develop a comprehensive report on all wages 
in that job evaluation region. 
2.2. Such Data or report must be submitted to the SALGBC which shall ensure that 
it is entered into the National Data Bank . 
2.3. The designated Job Evaluation Manager must further ensure regular updates of 
such information if there are any major changes and will be required to provide 
a final wage data update report immediately prior to the commencement of 
wage curve alignment negotiations.  
2.4. The SALGBC shall be responsible for the compilation of appropriate national, 
reports and analysis necessary to support the wage curve alignment 
negotiations as may be determined by its Executive Committee. 
2.5. The SALGBC shall, by no later than 31 October 2002 commission an analysis 
of key features of wage curves and their labour market comparability.  
2.6. The SALGBC Executive Committee shall then convene a meeting of the 
National Bargaining Committee to negotiate on a framework and terms of 
reference for the implementation of new wage curves.18 
                                                 
17
 Note that “notification” is used though rather than “publishing”.  
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2.7. Every effort shall be made to complete such framework negotiations by no later 
than 15th December 2002 failing which dispute resolution must commence by 
no later than 1st February 2003. 
2.8. The parties acknowledge that : 
(a) The objective of such negotiation is not to provide for across the board 
wage or salary increases but to adjust wages as a necessary element in 
the implementation of the newly evaluated posts with due regard to labour 
Market Data. 
(b) Adjustment of wages to achieve implementation does not imply that all 
employees will necessarily be accorded a higher wage rate. 
(c) The exercise is to convert from existing job evaluation systems to the 
TASK System and in so far as is possible wages shall remain consistent 
with prevailing levels subject to such adjustments as are necessary to 
achieve a rational wage structure with a minimum of anomalies due to the 
retention of personal to holder or contractual to holder conditions.  
2.9. The implementation of new wage curves per municipality shall, in so far as this 
is possible, be done simultaneously within each Job Evaluation Region subject 
to clause 2.17. 
2.10. An  analysis of each municipalities wage curve within the Job Evaluation Region 
based on final wage data update reports and the framework determined in 
terms of 2.6 will be commissioned setting out: 
(a) The relationship of the evaluation curve to the existing wage scales in the 
municipalities concerned. 
(b) Its relationship to National and Regional Labour Market Data. 
2.11. Such report or reports shall be tabled at the relevant Division of the SALGBC 
and such Division will be briefed on the findings. 
2.12. The parties shall discuss such reports and advise on any alternative analyses or 
projections of the data that parties may severally require. 
2.13. Any dispute over the requirements of any party in respect of additional analysis 
or projections shall be treated as a dispute over disclosure of necessary 
information required for bona fide negotiation. 
2.14. The Division shall discuss such wage curve report and proposal and provide a 
report to the SALGBC Executive Committee on the views of all parties in 
respect of the proposal. 
2.15. Arising form these reports the National Bargaining Committee shall enter into a 
final round of negotiations to attempt to reach agreement on the new municipal 
wage curves to be introduced [in any given Job Evaluation Region]. 
2.16. Once agreement on the pay scales has been reached employees shall be 
notified of their new grade and pay rate.  
                                                                                                                                                 
18
  The framework will look at a report that will identify actual wage gaps, issues such as different 
notch systems, the relationship to market data. The framework will then guide in more detail the 
principle on which new wage curves in each demarcation are constructed.  
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2.17. New pay rates will be implemented with effect from the next ensuing pay day 
after the date of notification or the 1st January 2004, whichever is the sooner, 
provided that no municipality shall be required to implement before 1st July 
2003. 
 
2.18. The relevant dispute provisions of the SALGBC shall govern any dispute, and or 
applications for exemption or delayed implementation for reasons of inability to 
pay. 
 
2.19     The following conditions apply when placing staff on the new TASK grade and 
             salary scale: 
(a) Employees will be placed on the salary notch on the new pay scale for the 
applicable TASK grade which is the closest higher salary notch to their 
existing salary notch; 
(b) Employees whose currently salary notch is lower than the minimum of the 
applicable TASK grade scale will be placed on the minimum of the 
applicable new TASK salary scale; 
(c) Employees whose existing basic salary is higher than the new TASK 
grade maximum will retain their higher existing basic salary scale and 
progression (if applicable); 
(d) Annual cost-of-living adjustments will be applied to the salary rate as 
retained  by the employee; 
(e) An employee who has retained his/her salary and scale, and who 
successfully applies for a promotion to a post with a TASK grade 
maximum which is lower than his/her existing basic salary and scale, will 
continue to receive his/her existing salary and scale and annual cost of 
living adjustments will be based on his/her salary.  
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PART TWO: PROVINCIAL APPEALS COMMISSIONS AND 
NATIONAL EVALUATION COMMISSIONS 
 
1. PROVINCIAL APPEALS COMMISSIONS 
1.1. Establishment and Composition 
1.1.1. Provincial Job Evaluation Appeals Commissions (PJEACs) shall be established 
under the SALGBC as soon as the implementation process nears completion. 
1.1.2. Will be composed on the same terms as Principal Job Evaluation Committees as 
per clause 3.1.1. in Section A 
1.2. Powers and Functions 
1.2.1. The function of the PJEAC’s shall be  to: 
(a) hear appeals by individuals or categories of employees, and to make a 
determination on such application as set out on 4 below; 
(b) conducts wider reviews of Job Evaluation on a periodic basis as may 
be determined by the National  Job Evaluation Commission; 
(c) institute specific review in any municipality if in its opinion the number 
of appeals from such municipality require such review.  
1.2.2. The Commission must strive to make its decisions by consensus but shall 
otherwise determine its finding through a 50% plus one concurrent vote of 
employer and trade union representatives voting separately. 
1.2.3. Any minority views shall be recorded. 
1.2.4. Such determination is final and binding on the employer and employee(s) 
concerned and there shall be no further recourse to any other forum.  
2. NATIONAL JOB EVALUATION COMMISSION 
2.1. Establishment and Composition 
2.1.1. The National Moderation Commission will be renamed the National Job 
Evaluation Commission at an appropriate time in relation to the transition from 
the implementation to maintenance phase. 
2.1.2.  Shall be composed on the same terms as the National Moderation Commission 
as per clause 5.1.2 in Section A. 
2.2. Powers and Functions 
2.2.1. The National Job Evaluation Commission retains the powers and functions of the 
National Moderation Commission set out under 5.2 of Section A as suitably 
amended and read in the new context. 
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2.2.2. Makes its decisions or seeks to resolve any dispute that may arise between the 
parties on the same terms as apply to the National Moderation Commission. 
2.2.3. Shall perform functions in respect of the auditing , moderation and ratification of: 
(a) new or changed posts as set out in clause 3 below; 
(b) appeal findings in which an appeal is upheld in terms of 4.1.7. below. 
2.2.4. Shall not entertain any application directed to itself or any purported appeal 
against the findings of a Provincial Appeals Commission. 
2.2.5. Shall periodically review all findings of Provincial Appeals Commission and may 
require a Provincial Appeals Commission to re-hear any appeal with due regard 
to such defined criteria or issues as it may determine.    
2.2.6. Monitor the maintenance of the TASK system within the sector, investigate any 
matter in relation to Job Evaluation in general, and make recommendations to the 
SALGBC on any such matters. 
3. NEW POSTS AND RE-EVALUATION OF POSTS 
3.1. The Role of PJECs 
3.1.1. PJECs continue to function for the purposes of the evaluation or re-evaluation of 
posts arising from applications by: 
(a) municipalities for proposed new posts grading; 
(b) management and employees where there is mutual recognition 
that a job has changed; 
(c) individual employees or categories of employee. 
3.2. Criteria and Procedure for Applications. 
3.2.1. The procedures for compiling Job Descriptions for and evaluating a new  
posts shall be in conformity with those set out for the implementation 
phase. 
3.2.2. Application for re-evaluations ,whether  initiated by management   or by an 
employee or category of employee, may be made at any time provided 
that such application is based on evidence of a substantive and 
permanent material changes to the content  of the post , and / or an 
allegation that a PJEC has misapplied the TASK system.  
3.2.3. An employee claiming substantive and permanent material changes to the 
content  of the post must provide proof of such change in respect of one or 
more of following: 
(a) responsibilities, tasks, activities and duties attached to the post; 
(b) frequency and complexity of work content; 
(c) the application  of a higher order of knowledge and know how than 
was previously required; 
(d) identifiable factors increasing the physical or mental stress level, 
and; 
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(e) information demonstrating how these changes came about due to 
changes in the general context of work, or re-organisation of work 
relations. 
3.2.4. A claim that the previous outcome determined by the PJEC failed to 
correctly apply the TASK system must: 
(a) demonstrate in specific terms why it is considered that the grading 
results were not in conformity with the correct application of the 
TASK system. 
(b) be made within 6 weeks of notification of Grade at the time of 
implementation, or provide proof that it is  based on new information 
not previously available to the applicant at time of first notification; 
(c) be supported by an statement of support from one or more PJEC 
member. 
3.2.5. Every application shall be in a prescribed format and include: 
(a) the employees past evaluation record and documentation; 
(b) a new job description form indicating the changes to the job on the 
basis of which the application is being made and such other 
documentation as the applicant may consider relevant or consistent 
with the requirements under 3.2.3 and or 3.2.4 above; 
(c) record the consent of the posts immediate superior and Head of 
Department to the new description or otherwise record their 
disagreement with all or part of the applicants’ description. 
3.2.6. The application shall then be submitted to the manager responsible for 
Job Evaluation in that Municipality who shall liase with the applicant, any 
shop steward in the case of a union member, and the relevant managers, 
to ensure that all relevant information and or disagreements are fully 
recorded before submission to the PJEC. 
3.2.7. The PJEC may if it considers that the application is evidently lacking in 
any substance request that it be resubmitted to be in compliance 3.2.3 
and/or 3.2.4 or be withdrawn and failing compliance may formally reject 
the application.i 
3.2.8. On receipt of such application the PJEC shall proceed to investigate the 
applications as it may deem necessary in terms of its powers and 
functions and then process the application as set out under Section C 3.4. 
and seek to determine an outcome. 
3.2.9. In the event that it determines that there has been no change in Grade, or 
if the PJEC fails to reach consensus on an Outcome, the applicant(s) must 
be informed that the application has failed and that an appeal may be 
lodged. 
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3.2.10. Where a new Outcomes is determined it  shall be referred to the National 
Job Evaluation Commission for audit, moderation and ratification prior to 
notification or advertising.19 
3.2.11. Every effort must be made to ensure  that the steps in 3.2.8 and 3.2.9  are 
completed within no more than 6 weeks where after the applicant shall be 
informed of the final outcome. 
4. APPEALS 
4.1.1. Appeals to the Provincial Appeals Commission must conform to the 
criteria  as  set  out in 3.2.3. and contain  the  documentation  as  set out  
in 3.2.4. 
4.1.2. On receipt of a notice of rejection in terms of 3.2.7, 3.2.9 or 3.2.11. the 
applicant shall have 6 weeks to accept or reject this result and decide 
whether to proceed with an appeal. 
4.1.3. An applicant may, provided that it conforms to the criteria in  3.2.4  amend  
or add to the application prior to its submission to the Provincial Appeals 
Commission. 
4.1.4. The Provincial Appeals Commission on receipt of such application shall 
first satisfy itself that there are reasonable grounds for such appeal and 
may if it has consensus that no grounds exist summarily reject such 
appeal. 
4.1.5. Where grounds exist it shall , as it may deem necessary ,proceed to 
interview the applicant (“representative” applicant in the case of a group 
application) and otherwise conduct any investigation, interviews or site 
inspection. 
4.1.6. The Provincial Appeals Commission shall then process the application as 
set out under Section C 3.4. and make its determination.  
4.1.7. Where an appeal is upheld the Provincial Appeals Commission shall refer 
its findings to the National Job Evaluation Commission for audit and 
ratification prior to notification. 
4.1.8. Where an appeal is not upheld the Provincial Appeals Commission shall 
notify the applicant. 
4.1.9. In the event of such rejection no appeal by the applicant or  applicants 
shall be allowed for a period of one year from the date of rejection. 
4.1.10. The determinations of a Provincial Appeals Committee are final and 
binding on both the employee(s) and employer and there is no right of 
appeal to the National Job Evaluation Commission. 
 
                                                 
19
 Advertising refers to a Municipality advertising a post before it knows the grade of the post, and 
therefore its cost. 
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 BASIC INFORMATION NECESSARY TO SUPPORT JOB EVALUATION 
In this Annexure section A and B set out that minimum body of information which it is 
agreed should be made available for job evaluation to be effectively undertaken.  
Section C refers to other types of information which trade unions or particular employees 
may consider should be disclosed but which the employer, or another individual 
employee may consider confidential and which should not be disclosed.  
In respect of Section A and B information committee members shall be subject only to 
the provision contained at 3.3.4.  This is to say that members should be advised to apply 
their discretion in treating such information with a reasonable degree of confidentiality to 
prevent unnecessary disputes or disagreements but are not subject to a blanket 
confidentiality requirement and have the right, as representatives of their parties, to 
report honestly and fully as they see fit. 
 
A.           INITIAL PLANNING AND FAMILIARISATION PHASE 
In order to plan this phase and devise a plan to pursue Job Evaluation the 
following data should be prepared and made available to the Committee. 
1. A schedule of the existing grading system, its occupational levels and job title 
designations based on the approved establishment. 
2. An analysis of the actual number of employees currently employed broken 
down as an employment equity analysis in respect to race, gender and 
disability.  
3. A reasonable range of existing job descriptions or duty schedules applying to 
such posts.  
4. An analysis of occupational levels which can be regarded as having a generic 
or interchangeable job description and will only require sample evaluation and 
such other posts or groupings which will require more individualised evaluation. 
5. An analysis of all specific entry level requirements currently being applied to 
such posts specifically  noting where: 
(a) Qualification requirements or criteria are statutory; 
(b) are or may be a product of the pre-existing Evaluation System; 
(c) are essentially a matter of policy justified on stated terms. 
6. Information setting out the administrative systems with particular reference to 
the system of unique post identification numbers as prescribed. 
7. A copy of any existing Organogram (s), any proposed Organograms, and a 
description of all sections, departments or service units and sub- sections 
together with a proposal as to their classification in terms of the generic terms 
used in the Task Systems. 
ANNEXURE “A” 
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8. A proposed plan of action to be followed in evaluating benchmark posts across 
the broad bands of the TASK System, which plan should seek approach this 
process in a manner which will not prejudice its purpose by either moving top 
down or bottom up. 
9. A proposal as to the manner in which specific interviewees will be selected for 
initial evaluation. 
 
B.    INFORMATION FOR JOB EVALUATIONS 
1. During the process of job description writing and actual evaluation more 
detailed analysis of each department or service unit, or sub-section identified 
should be supplied.  
2. Particular attention must be given to making available all existing job 
descriptions and duty schedules applying to the posts being evaluated and, in 
so far as generic posts are concerned to proving a spread of duty rosters and or 
tasks allocated beyond those of any identified interviewees.  
3. Any additional documentation or information pertinent to job evaluation as may 
be provided by management and or post incumbents. 
4. Information on technology and systems in operation whether in terms of 
machinery or information technology and including where relevant greater detail 
on operating procedures and or the particular software systems in use.   
5. Actual site inspections and/or the demonstration of actual operation of particular 
machinery, technology or process plants should be arranged. 
 
C. FURTHER INFORMATION 
In the course of planning the above information will be presented for discussion. 
It is however the right of any member to ask for additional analysis and or the 
reformulation of such information.  Such requests need to be reasonable in the 
sense that they are aimed at gaining greater insight for the purposes of Job 
Evaluation. If they are unreasonable Job Evaluation Management can refuse to 
undertake such additional work. 
In the course of job description writing or actual evaluation it may be seen as 
being of advantage to obtain documentary or other evidence in the form of a 
“portfolio” of the type of work undertaken by the incumbent interviewee or 
similar incumbents. Similarly a disagreement over a job description of a post 
between an incumbent interviewee and their superior could involve counter 
claims as to who actually does particular work. In such cases the Evaluation 
committee may only be able to settle the matter through viewing actual work. In 
members seeking such evidence they can be confronted by 2 claims of 
confidentiality: 
(a) that the documentary evidence contains information, which is classified, or 
confidential internal council information. 
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(b) That the nature of the documentation requested is of such a nature that it 
discloses personal private information held by council on the 
understanding that it is confidential, or is of such a nature that if disclosed 
would be prejudicial to the persons safety. 
 
There are any number of scenarios in which such claims will be justifiable, or on 
the contrary are spurious and arise, for example, because a particular superior 
wants to down play the content of a subordinates post in order to elevate the 
content of their own post.  
To avoid or limit the number of disputes that can arise in this area it is important 
that Management clarify the delegated powers of the designated Job Evaluation 
Manager. Ideally they must be able to exercise discretion about disclosures and 
be in a position to over-rule some of the more spurious refusals of disclosure 
that may arise. It also needs to be clear when the Job Evaluation Manager has 
access to documentation or must first seek permission.  Establishing 
parameters within which they may disclose information either fully, or under 
given terms of confidentiality is also important.  For example permission may be 
given to the Committee members to view and read a document “in the office” 
but not to make notes or copy such document. In all of these matters it is again 
the general rule that requests for disclosure must be pertinent to gaining insight 
into the work of a post for the purposes of evaluation.  
It should be noted that such refusals of access to information could arise for any 
members of the committee including councillors and managers. Generally 
however it will arise from requests by trade union representatives or 
incumbents. 
Members and incumbents have the right to make request. Council and 
delegated Managers have a right to refuse disclosure that is confidential or is 
not reasonably related to gaining insight into the work of a post for purposes of 
evaluation.   
In terms of the LRA trade unions, or trade unions acting on behalf of their 
  member, have the right to dispute a refusal to disclose information. When 
there   is a refusal it is required by the LRA that the employer set out their 
reasons for   such refusal in writing. 
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         ANNEXURE B 
             
NATIONAL MODERATION COMMISSION 
TERMS OF REFERENCE 
 
1. The powers and functions of the Commission are to: 
 
2. Check for consistent application on the job evaluation results as decided on by 
the (PJECs). 
 
3. Not to re-evaluate the job content of posts but to check for those results that 
appear to be anomalous with the general tendency in respect of the different post 
(category) levels. 
 
4. Determine the reason for the deviation and either confirm or adjust the result. 
 
5. Receive audit reports and either confirm or take remedial action. 
 
6. Prepare a basis of comparison between different categories of municipalities in 
respect of the evaluation results. 
 
7. Evaluate applicability of existing terminology and definitions and propose 
amendments or adjusted wording to ensure consistent and correct application of 
the system. 
 
8. Determine guideline post levels across the whole spectrum of post categories 
and levels in the industry. 
 
9. Prepare periodic progress reports to SALGBC in respect of: 
 
- results received 
- job evaluations processed 
- problems experienced and anticipated as well as proposed solutions 
that require policy decisions / resolutions from the SALGBC 
- intervene in respect of incorrect (PJECs) application of the job 
evaluation system 
- recommend in general refinement, customization or modification of 
system 
 
 
10.  Evaluate possible effect of language barriers and / or literacy factors on the     application of the system and make 
recommendations to rectify or address the      negative effect  thereof. 
 
11.   Submit proposals on a uniform system of post designation 
 
12.   May establish ad-hoc committees to perform or assist in the performance of any  
  of the duties / functions of the Commission. 
 
13. Perform any of the functions listed in clause 5.2.2. to 5.2.8 that are not 
specifically  addressed under any of the above points.  
APPENDIX B
 
 
JOB DESCRIPTION FORM 
(Approved by JEWG on 9 December 2002) 
 
SECTION A : JOB TITLE AND INFORMATION SECTION 
 
A.1         POST IDENTIFICATION 
1.  Municipality   
2.  Post Title  
3.  Number of Posts  
4.  Job Grade  
5.  Date Grade 
Authorised 
 
6.  Post Identification 
No/s.:    
 
Attach a list if necessary  
7.  Name of 
Incumbent(s)  
      and Service 
Numbers: 
 
Attach a list if necessary 
 
A.2 LOCATION OF POST 
       (The departments or service units and sub divisions within which the post or 
posts are located.  Use the terminology used in your municipality) 
Department  
Division or Section  
Branch or Sub-Section  
 
 
A.3 SURROUNDING POSTS 
Immediate Superior 
Job Title Post Identification No. 
1.  
Immediate Subordinates 
Job Title(s): Post Identification No (s). 
1.  
2.  
3.  
4.  
 Attach a copy of the approved organogram. 
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SECTION B:  JOB PURPOSE, DUTIES AND RESPONSIBILITIES OF THE                           
POST 
B.1 JOB PURPOSE 
 
 
 
B.2 DUTIES OF THE POST 
NO. DUTIES/TASKS 
(What, How and Why) 
FREQUENCY 
1.   
2.   
3.   
4.   
5.   
6.   
7.   
8.   
9.   
10.   
11.   
12.   
13.   
14.   
 
B.3 AUTHORITY OF THE POST 
This outlines the authority the job holder has to make decisions or to take 
independent action without reference to a superior.  Limits of authority may also be 
included (e.g. not permitted to...) 
1.  
2.  
3.  
4.  
5.  
6.  
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SECTION C : JOB SPECIFICATION 
Skills relevant to a job include education or experience, specialised training, personal 
characteristics or abilities 
C.1 ESSENTIAL REQUIREMENTS OF THE POST 
State the minimum educational, qualifications and experience that are required to 
perform the job competently. 
Qualification 
 
 
 
 
Reasons for essential 
qualification 
 
Experience  
 
C.2 PREFERRED REQUIREMENTS OF THE POST 
Qualification 
 
 
 
Reasons for 
preferred qualification 
 
Experience  
 
 
C.3 PHYSICAL/MENTAL  REQUIREMENTS OF THE POST 
(Only where directly relevant to the performance of the job) 
1.  
2.  
3.  
4.  
5.  
 
C.4 SPECIAL CONDITIONS ATTACHED TO THE POST  (Specify) 
1.  
2.  
3.  
4.  
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D.1 CERTIFIED CORRECT 
We the undersigned confirm that we have consulted on the content contained in 
the job description and hereby confirm that we consider that the information 
contained is a correct reflection of the context of the post and its content. 
TITLE NAME SERVICE 
NO 
SIGNATURE DATE 
Head of 
Department 
    
Immediate 
Superior 
    
IMATU 
Representative 
 
    
SAMWU 
Representative 
 
    
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
Incumbent     
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JOB ANALYSIS QUESTIONNAIRE 
 
1: INTRODUCTION 
1.1 The purpose of this questionnaire is to obtain input regarding a post for the purposes of compiling 
a quality job description in the TASK job evaluation format.  It may also be used by the TASK Job 
Evaluation Committee to obtain background information when the post is evaluated. Input 
provided must, therefore, be current, valid and reliable. 
1.2 This questionnaire may be completed by any employee who wishes to make inputs regarding a 
specific post. 
 
1.3 The questionnaire must be completed by at least the post incumbent(s) and the posts immediately 
superior(s) and if considered expedient by management and trade unions, with the advice of the 
Job Evaluation Manager, also by the relevant subordinate(s).   
1.4 The questionnaire must be completed as thoroughly as possible, even if it seems that questions 
are duplicated.  
1.5 When completing Section E of this questionnaire, remember to describe WHAT is done, HOW it 
is done and WHY is it done. 
1.6 This questionnaire consists of five sections four of which deals with one of the TASK evaluation 
factors, namely Complexity, Knowledge, Influence and Pressure. It also contains a section 
requiring input regarding the main functions of the post i.e. What do you do? 
 
2: LOCATION OF POST 
 
 
MUNICIPALITY 
 
JOB TITLE & LOCALITY 
(e.g. TOWN/CITY) 
 
 
STAFF NR. 
 
 
DIRECTORATE/DEPARTMENT 
 
 
DIVISION/SECTION 
 
 
3: PARTICULARS OF EMPLOYEE COMPLETING QUESTIONNAIRE 
 
IS THIS FOR YOU OWN JOB? 
(Tick as appropriate) 
IF NO THEN WHAT IS YOUR POSTS RELATIONSHIP TO THE 
POST YOU ARE COMMENTING ON? 
(Tick as appropriate) 
YES NO IMMEDIATE 
SUPERIOR 
IMMEDIATE 
SUBORDINATE OTHER  
(Explain fully below)  
 
NAME:  _________________________________    JOB TITLE:  ______________________________                                         
 
 
SIGNATURE:   ___________________________     DATE:  ____________________________ 
 
 
 
(For use by TASK Committee) 
POST IDENTIFICATION NUMBER: 
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Complexity is a measurement of the different levels of difficulty required to be 
performed within a job, for example, the relevant difficulties of developing a 
formal filing and retrieval system to that of filing documents alphabetically.  
 
 
LEVEL OF RESPONSIBILITY 
 
(a) Does the post involve supervisory or managerial power? 
 
If yes, state the number of employees the post is directly, and indirectly, 
responsible for supervising and managing. 
 
DIRECT : 
INDIRECT : 
 
(b) State as concisely as possible what you consider to be the main purpose of the 
job? 
  
 
 
 
(c) List and explain the following decision–making or other powers attached to the 
post (attach, where appropriate, a copy) : 
 
i) Legislative/Statutory powers : 
 
 
 
ii) Delegated powers : 
 
 
 
iii) Council policy : 
 
 
 
 
 
SECTION A: COMPLEXITY 
No Yes 
  
 143
iv) Procedural manuals : 
 
 
 
v) System manuals : 
 
 
 
 
vi) Protocol : 
 
 
 
vii) Guidelines : 
 
 
 
viii) Any other : 
 
 
 
 
 
(d) Explain the discretionary powers the post may exercise in the performance of the 
responsibilities/duties pertaining thereto, for example, may the incumbent vary or depart from the 
powers listed in paragraph (c) above, or the manner or sequence the work must be done.     
 
 
 
2) WHAT IS THE OBJECTIVE OF THE JOB AS A WHOLE? 
For example, what are expected outcomes, must it achieve any strategic objectives in terms of the 
municipality’s integrated development plan or service delivery functions, perform a public 
responsibility, etc? 
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3) SUPERVISION RECEIVED 
Explain the supervision exercised over the post, for example, on which matters, and with what 
frequency, does the post receive direct instructions from the superior, what matters must first be 
referred to a superior/fellow employee/Council or its Committees, before proceeding, etc. 
 
 
 
 
4) SUPERVISION GIVEN 
Explain the supervision that the post exercises over other posts, for example, the extent to which it 
assigns, examines, corrects or verifies work, deals with grievances and disciplinary actions, 
performance management, etc. 
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Knowledge refers to the amount of know-how required to enable a post 
incumbent to cope competently with the work involved, which may be acquired 
by education and/or equivalent training/experience.  For example, the 
knowledge required to do a simple calculation compared to doing scientific 
calculations.  
 
 
1. MINIMUM OR ESSENTIAL QUALIFICATION REQUIRED FOR THE POST : 
What do you consider to be the minimum or 
essential Primary, Secondary or Tertiary 
Qualification, if any, for the post? 
 
 
Apart from any qualification specified above, what 
other requirements and/or skills do you consider to 
be minimum or essential, for example, a specific 
driver’s license or permit, computer literacy, 
bilingualism, negotiation skills, attention to detail, 
communication skills, etc. 
 
 
Reasons why such qualification and/or 
requirements/skills are necessary, for example, it 
may be a statutory requirement, council policy, job 
requirement, etc. 
 
 
PREFERRED QUALIFICATION FOR THE POST : 
What additional qualification and/or requirements/skills would 
enhance job performance? 
 
 
 
 
Reasons why the additional qualification and/or 
requirements/skills should be a requirement. 
 
 
 
 
MINIMUM OR ESSENTIAL EXPERIENCE REQUIRED FOR THE POST : 
Do you consider that specific responsibilities/duties 
assigned to the post or knowledge of municipal 
procedures/systems/infrastructure/technology/ 
legislation, etc. can only be gained through 
experience.  If yes, stipulate and motivate. 
 
 
What do you consider to be the minimum or 
essential length of experience necessary to 
perform competently in the post? 
 
 
 
 
PREFERRED EXPERIENCE FOR THE POST : 
What additional experience would enhance job 
 
SECTION B: KNOWLEDGE 
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performance? 
 
 
Reasons why the additional experience should be 
a requirement. 
 
 
 
 
 
 
 
 
 
 
SPECIAL ATTRIBUTES REQUIRED FOR THE POST 
Pressure or stress experienced in the post must not be recorded in the sections below; 
the questions are primarily directed at measuring the ability to deal with certain 
stresses or pressures, which are inherent to the post.  
For example, it may be essential that the incumbent of a post possesses specific 
psychological or physical attributes such as interpersonal skills, capacity to withstand 
stress, physical strength, high fitness level, etc. 
Subject to relevant law, such attributes may even justify psychometric or physical 
aptitude testing. 
5.1  PSYCHOLOGICAL ATTRIBUTES : 
 
What do you consider to be the nature of the 
psychological requirement(s) necessary to perform 
the job? 
 
 
 
 
Briefly motivate the above. Are there frequent or 
unforeseen interruptions in the job? Are there pre-
determined deadlines? 
 
 
Do you consider that these psychological 
requirements must be formally tested?  If yes, 
provide references, for example, titles, institutions. 
 
 
 
 
 
5.2  PHYSICAL ATTRIBUTES : 
 
What do you consider to be the nature of the 
physical requirement(s) necessary to perform the 
job? 
 
 
 
 
Briefly motivate the above. 
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Do you consider that these physical requirements 
must be formally tested?  If yes, provide 
references, for example, titles, institutions. 
 
 
 
 
 
  
Influence refers to the power vested in a post, which have a direct effect on others inside and/or outside the municipality.  For 
example, such influence may have an impact on the post itself, sub-ordinate and/or superior posts as well other posts on the 
same level. This section consists of two parts, namely, A. INTERNAL INFLUENCE :INTERACTION WITHIN THE MUNICIPALITY and 
B. EXTERNAL INFLUENCE :INTERACTION WITH THE PUBLIC AND OUTSIDE ORGANISATIONS, SUCH AS NON-GOVERNMENTAL 
ORGANISATIONS AND FORUMS, STATE DEPARTMENTS, CONSULTANTS, ETC. 
  
 
A. INTERNAL INFLUENCE:  INTERACTION WITHIN THE MUNICIPALITY  
 
QUESTIONS : 
 
DESCRIPTION : FREQUENCY 
WHERE 
RELEVANT: 
1.   INFLUENCE BY MEANS OF REPORTS AND DOCUMENTS : 
 
INFORMAL REPORTING : 
 Must the post report verbally on specific 
incidents, problems encountered in the 
performance of tasks, the state of 
infrastructure, machinery or tools, etc.? 
       If yes, to whom and on what? 
 
 
 
 
 
 
FORMAL REPORTING : 
 Must the post report in writing on any incidents or 
problems such as those referred to above? If yes, 
to whom and on what? 
 Indicate whether these reports contain information, 
facts, statistics, recommendations, an analysis of 
trends, research, policy, legal or technical issues, 
etc. If so, elaborate 
PRODUCTION OF DOCUMENTS : 
 
 
 
 
 
SECTION C: INFLUENCE 
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 What type of documents must the post produce, for 
example, implementation of or comments on policy 
or legislation, tender specifications, 
advertisements, media statements, speeches, etc., 
and for what purpose? 
 
2. INFLUENCE BY MEANS OF INTERACTION AND COMMUNICATION : 
 Must the post interact and communicate 
with other employees, management 
teams, trade unions, municipal council or 
its structures, councillors, etc. regarding 
the performance of responsibilities? If yes, 
name 
 
 
 
 
 
 What is the purpose of such interaction and 
communication, for example, is it to discipline, 
educate, train, assist, advise, convey information, 
negotiate, consult, participate, observe, decision-
making, strategic or integrated development  
planning, performance management, etc.? 
 
 
 
 
 How is such interaction and communication 
conducted, for example, telephonically, written 
and/or electronic correspondence, formal or 
informal meetings, working groups or teams, etc.? 
 
 
 
 Does such interaction and communication 
requires the post incumbent to use 
diplomacy, persuasion, seek 
compromises, agreement on alternative 
mechanisms or working processes, etc.? If 
yes, elaborate 
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B. EXTERNAL INFLUENCE:  INTERACTION WITH THE PUBLIC AND OUTSIDE ORGANISATIONS, 
SUCH AS NON-GOVERNMENTAL ORGANISATIONS AND FORUMS, STATE DEPARTMENTS,  
CONSULTANTS, ETC. 
 
QUESTIONS  
 
DESCRIPTION  
FREQUENCY 
WHERE 
RELEVANT 
1. TYPE AND PURPOSE OF INTERACTION AND COMMUNICATION : 
 Must the post interact and 
communicate with the community, 
individual members of the public, 
community forums, officials of state 
departments or other municipalities, 
consultants, politicians etc. regarding 
the performance of responsibilities? If 
yes, name. 
  
 What is the purpose of such interaction and 
communication, for example, is it to train, 
educate, assist, advise, convey information, 
negotiate, consult, participate, observe, for 
decision-making, strategic or integrated 
development planning, etc.? 
 
  
 How is such interaction and communication 
conducted, for example, by means of formal 
or informal reporting, newsletters, written 
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and/or electronic correspondence, 
telephonically, formal or informal meetings, 
working groups or teams, etc.? 
 
 Does such interaction and 
communication requires the post 
incumbent to use diplomacy, 
persuasion, seek compromises, 
agreement on alternative mechanisms 
or working processes, etc.? If yes, 
elaborate 
 
 
 
 
 
 
 
 
 
2. IMPACT OF EXTERNAL INTERACTION ON PERFORMANCE : 
 Explain what impact the above-
mentioned external interaction and 
communication have on the 
performance of the responsibilities 
pertaining to  the post and/or that of 
the municipality’s powers and 
functions as a whole, for example, 
service delivery, financial and/or 
human resources, economic 
development, public relations, etc.? 
 
 
 
 
  
Pressure refers to stresses inherent to the post and can either be physical or mental, 
or both.  Consideration should be typically over a month.  For example, stress is less 
when peak periods are known and can be planned for, or where superiors are readily 
available and can be called upon to give advice or to deal with problems.  
 
 
1. PHYSICAL STRESS FACTORS: 
Where applicable indicate 
specific weights or loads (e.g. 
less than 5kg, 5-20kg, over 20kg) 
that the incumbent is required to 
carry, lift or push which lead to 
physical exertion. 
 
Indicate any environmental 
conditions that are physically 
stressful, for example, varying 
temperatures, etc. 
 
 
Are there any special fixed 
requirements relating to hours of 
work such as shifts, standby, 
overtime, etc. inherent to the 
post? 
 
List any other factors not referred 
to above that are physically 
stressful 
 
 
2. MENTAL STRESS FACTORS: 
State the nature of the stress considered 
implicit in performing 
responsibilities/duties of the posts  (refer 
to your reply to questions under Section 
B, para. 5.1)   
 
 
Does this mental stress arise from 
potential or actual physical threat or 
exposure to social trauma? If yes, 
explain. 
 
Is stress mainly associated with 
excessive workload? 
If yes, explain. 
 
Is it associated with having to 
make risky decisions? 
If yes, explain. 
 
State the frequency with which stress 
situations occur or whether the stress is 
a constant part of the job. 
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State why such stress is 
unavoidable. 
 
 
 
Name and explain any other factors 
inherent to the post that are mentally 
stressful, such as peak periods, 
important or conflicting deadlines, 
fluctuation or interruption of work, 
decisive action to deal with critical 
issues, etc.   
 
 
  
 
 
In this section the main responsibilities (not more than 8) pertaining to the post must be listed in column A (four pages are provided, one for each 
main responsibility). These pages must be duplicated should the post have more main responsibilities (certain posts may also have less main 
responsibilities). The various tasks exercised to perform each main responsibility must be listed in column B.  List in column C the 
facilities/resources utilised for performing these tasks, e.g. legislation, policy documents, decision-making processes, consultation, negotiations, 
machinery, tools, computer programmes, finance, etc.  List in column D the frequency the tasks must be performed, for example, daily, weekly, 
monthly, quarterly, annually, 2 x per week, as necessary, etc. (Do not put a percentage) 
 
A.                      DESCRIPTION OF MAIN RESPONSIBILITY   (WHAT & WHY) - EXAMPLE 
Example: To conduct routine and general inspections (What) for identifying possible contraventions of the town-planning 
scheme conditions (WHY). 
   
B. WORK IN PROGRESS TO PERFORM THE ABOVE MAIN RESPONSIBILITY (HOW) C.       FACILITIES/RESOURCES D. FREQUENCY/VOLUME 
1. Example: By checking on previously identified contraventions.  Town Planning Scheme 
Document. 
Daily 
2. Example: By investigating newly reported problems.  As and when required 
3. Example: By conducting general inspections to identify trends such as growth 
in number of taverns, tuck shops, informal trading, etc. 
 Daily 
4.    
5.    
 
SECTION E: MAIN RESPONSIBILITIES – WHAT, HOW & WHY ? 
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A. DESCRIPTION OF MAIN RESPONSIBILITY (WHAT & WHY) NR. 1 
 
 
B. WORK IN PROGRESS TO PERFORM THE ABOVE MAIN RESPONSIBILITY (HOW) C.    FACILITIES/RESOURCES D. FREQUENCY/VOLUME 
1.    
2.    
3.    
4.    
5.    
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A. DESCRIPTION OF MAIN RESPONSIBILITY (WHAT & WHY) NR. 2 
 
 
B.  WORK IN PROGRESS TO PERFORM THE ABOVE MAIN RESPONSIBILITY (HOW) C. FACILITIES/RESOURCES D. FREQUENCY/VOLUME 
1.    
2.    
3.    
4.    
5.    
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A. DESCRIPTION OF MAIN RESPONSIBILITY (WHAT & WHY) NR. 3 
 
 
B.  WORK IN PROGRESS TO PERFORM THE ABOVE MAIN RESPONSIBILITY (HOW) C. FACILITIES/RESOURCES D.FREQUENCY/VOLUME 
1.    
2.    
3.    
4.    
5.    
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A. DESCRIPTION OF MAIN RESPONSIBILITY (WHAT & WHY) NR. 4 
 
 
B. WORK IN PROGRESS TO PERFORM THE ABOVE MAIN RESPONSIBILITY (HOW) C. FACILITIES/RESOURCES D. FREQUENCY/VOLUME 
1.    
2.    
3.    
4.    
5.    
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        No. 5 De Vos Street 
        Dormehlsdrift 
        George 
        6530 
        task@telkomsa.net 
        18 October 2004 
Mr ………………………. 
……………………Municipality 
P O Box …. 
…………………. 
Xxxx 
 
E-mail address: ………………….. 
 
 
Dear Sir / Madam, 
 
 
T.A.S.K. JOB EVALUATION SURVEY:  COMPLETION OF QUESTIONNAIRE 
 
I am currently studying towards a Master’s Degree in Business Administration 
through the P.E. Technikon. 
 
In fulfilling the final component of the abovementioned qualification, I am 
undertaking a research thesis with the title, “A Model for the implementation of 
the T.A.S.K. Job Evaluation System at Municipalities in the Eden, Overberg and 
Central Karoo region”.  This research will not only enable me to successfully 
complete my MBA, but will also benefit this region in the completion of the Job 
Evaluation Process within the prescribed time frame. 
 
Enclosed, please find a questionnaire pertaining to the above as well as a self 
addressed envelope.  You are kindly requested to complete and distribute twenty 
copies of this questionnaire to all levels in the organisation.  Completed 
questionnaires are to be returned to the above address before 15 November 
2004 or via e-mail. 
 
Your co-operation is appreciated. 
 
Yours sincerely, 
 
 
 
A. VAN ROOYEN 
APPENDIX E 
 
 
SECTION A: BIOGRAPHICAL DATA 
 
Please supply the following information regarding your position in the 
Municipality by placing an X in the appropriate block:  
 
A1. At which Municipality are you employed? 
1.1 Overstrand Municipality  
1.2 Theewaterskloof Municipality  
1.3 Cape Agulhas Municipality  
1.4 Swellendam Municipality  
1.5 Overberg District Municipality  
1.6 Langeberg Municipality  
1.7 Mossel Bay Municipality  
1.8 George Municipality  
1.9 Oudtshoorn Municipality  
1.10 Kannaland Municipality  
1.11 Knysna Municipality  
1.12 Bitou Municipality  
1.13 Eden District Municipality  
1.14 Laingsburg Municipality  
1.15 Prins Albert Municipality  
1.16 Beaufort West Municipality  
1.17 Central Karoo District Municipality  
 
A2. Approximately how many employees does your Municipality  
 employ? 
 
 
A3. In which directorate of the Municipality are you employed? 
3.1. Directorate Financial Services  
3.2 Directorate Corporate Services  
3.3 Directorate Community Services  
3.4 Directorate Public/Engineering Services  
3.5 Any other directorate  
 
A4. What position do you hold in the Municipality? 
 
  
A5. How long have you been employed by the Municipality? 
5.1 0-5 years  
5.2 5-10 years  
5.3 More than 10 years  
 
A6. How long have you been in your present position? 
6.1 0-5 years  
6.2 5-10 years  
6.3 More than 10 years  
 
A7. What is your gender? 
7.1. Male  
7.2 Female  
 
  
 161
A8. What is your age group?  
8.1 21 – 30 years  
8.2 31 – 40 years  
8.3 41 – 50 years  
8.4 51 – 60 years  
8.5 Over 60 years  
 
A9. Have you attended workshops / seminars on the T.A.S.K. Evaluation  
 over the past two years? 
YES   NO  
 
 
 
SECTION B: NINE-PHASE MODEL FOR 
IMPLEMENTATION OF T.A.S.K. JE SYSTEM 
 
 
PHASE 1: CONDUCT BRIEFING SESSIONS 
 
B1.  Please indicate the degree to which you agree / disagree with the following 
statements regarding briefing sessions. 
 
 
Conduct briefing sessions 
St
ro
n
gl
y 
Ag
re
e
 
Ag
re
e
 
Di
sa
gr
ee
 
St
ro
n
gl
y 
Di
sa
gr
ee
 
1.1 It is necessary to conduct briefing sessions     
1.2 If the system is not developed in a 
participative manner, it could lead to an 
increased level of employee suspicion and 
less employee commitment to the end results 
    
1.3 The communication process is critical to the 
successful implementation of the T.A.S.K. 
job evaluation system 
    
1.4 The best way to ensure awareness at all 
levels of the organisation is to - 
    
 • conduct briefing sessions with groups 
of employees on the essence of the 
T.A.S.K. job evaluation system 
    
 • inserting articles in the in-house news 
letter 
    
 • attaching a circular to employees pay 
advices, informing them about the 
T.A.S.K. job evaluation system 
    
1.5 Others (please specify) 
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PHASE 2: ENSURE MUNICIPALITIES READINESS 
 
B2.  Please indicate the extent to which you agree / disagree that the following 
processes can assist in ensuring the readiness of Municipalities. 
 
Processes to be completed before the job 
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2.1 A final organogram must be approved     
2.2 Placements must be completed in 
accordance with placement policy 
    
2.3 All disputes regarding placements must be 
resolved before a job description can be 
drawn up  
    
2.4 All employees involved with the writing of job 
descriptions, must be trained 
    
2.5 Others (please specify) 
 
 
    
 
PHASE 3: PRESENT WORKSHOPS 
 
B3.  Please indicate the extent to which you agree / disagree that the following 
issues should be addressed at the workshop. 
 
 
Issues to be addressed at the workshop 
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3.1 Purpose of the workshop     
3.2 Objectives to be achieved     
3.3 Discussion of T.A.S.K. job evaluation system 
Collective Agreement 
    
3.4 Theoretical session on the writing of the job 
analysis questionnaire and job description 
    
3.5 Practical session on completing job analysis 
questionnaire 
    
3.6 Practical session on the completion of the job 
description form 
    
3.7 Discussion on examples of completed job 
descriptions 
    
3.8 Discussion of examples of best practices      
3.9 Others (please specify) 
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PHASE 4: CONDUCT QUALITY CONTROL CHECKS 
 
B4.  Please indicate the extent to which you agree / disagree with the following 
methods for conducting quality control checks. 
 
 
Methods to conduct quality control checks 
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4.1 The best way to conduct quality control 
checks is to obtain ten job analysis 
questionnaires and job descriptions from 
each directorate, as samples 
    
4.2 • Conduct interviews with the role 
players on the samples received 
    
4.3 • The P.J.E.C. submits written 
comments on the samples received 
    
4.4 • Conduct site inspections      
4.5 • A combination of 4.3, 4.4 and 4.5     
4.6 Others (please specify) 
 
 
    
 
PHASE 5: SUBMIT FINAL JOB DESCRIPTIONS 
 
B5.  Please indicate the extent to which you agree / disagree with the following 
statements, regarding the submission of the final job descriptions. 
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5.1 The incumbent of the post and the immediate 
supervisor should consult on the final job 
description 
    
5.2 All parties must sign the job description 
simultaneously 
    
5.3 It is not necessary that all parties must sign 
the job description 
    
5.4 Both unions must sign the final job 
description form. 
    
5.5 All parties must initial each page of the job 
description form 
    
5.6 The final job description form must be 
completed in the preferred language of the 
incumbent 
    
5.7 Municipalities must appoint persons to assist 
employees in the completion of the final job 
description form 
    
5.8 Others (please specify) 
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PHASE 6: EVALUATE POSTS 
 
B6.  Please indicate the extent to which you agree / disagree that the following 
be done before the evaluation of posts commence. 
 
 
Evaluate posts 
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6.1 Before a post is evaluated, interviews must 
be conducted with the immediate supervisor 
    
6.2 Before a post is evaluated, interviews must 
be conducted with the incumbent of the post 
    
6.3 Both unions must attend these interviews, in 
an observant capacity 
    
6.4 Site inspections must be conducted     
6.5 Others (please specify) 
 
 
    
 
Phase 9: Provide feedback to Municipalities 
 
B9.  Please indicate the extent to which you agree / disagree with the following 
statements regarding feedback to municipalities. 
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9.1 Before a municipality can implement the 
results of the T.A.S.K. job evaluation system, 
a briefing session must be conducted with all 
role-players 
    
9.2 The results of the T.A.S.K. job evaluation 
system must be published on the notice 
boards of a municipality 
    
9.3 The minutes of the P.J.E.C. regarding the 
evaluation of a post, must be submitted to 
municipalities, after the final results have 
been received from the National Moderation 
Commission 
    
9.4 Before an employee can appeal against the 
results of the T.A.S.K. job evaluation, the 
P.J.E.C. must have the opportunity to explain 
the manner in which the post was evaluated 
    
9.5 Others (please specify) 
 
 
    
 
 
Thank you for your assistance. 
APPENDIX F 
SOUTH AFRICAN LOCAL GOVERNMENT BARGAINING COUNCIL 
_____________________________________________________________________ 
Private Bag X12      Westville Civic Centre 
Westville       1 William Lester Road 
3630        Westville 
e-mail: brian@salgbc.org.za     Tel: 031-2672221 
        Fax: 031-2670929 
__________________Project Manager – Job Evaluation_____________________ 
Date: 29th November 2004  
 
For attention: JE Managers & SALGBC Regional Secretaries 
    
Dear All 
 
Moratorium on Job Evaluation 
 
The National Moderations Commission at its meeting on 26th November 2004 
noted that: 
 
1. The Internal Audit Committees assessment of Provisional Outcomes found 
major inconsistencies. These were predominantly due to poor quality job 
descriptions. 
2. The quality of job descriptions did not meet T.A.S.K requirements i.e. Key 
Performance Areas were not identified nor were these described in terms of 
“What”, “Why” & “How”.  
3. Many job descriptions were written around people rather than the post 
requirements. 
 
And the NMC therefore resolved that: 
 
1. A moratorium on Job Evaluation be put in place with immediate effect and 
will be controlled by the Project Manager as follows: 
 
1.1. Each Municipality will submit Job Descriptions to the respective PJECs. 
1.2. Upon receipt, the PJECs will do their own quality checks and submit a 
sample of 10 to 15 Job descriptions to the Project Manager for 
assessment.   
1.3. The Project Manager shall assess and submit a written report to the PJEC. 
The report will indicate whether the PJEC can continue evaluating a 
particular Municipality or whether the PJEC should reject the poor quality 
job descriptions and send back to the Municipality for re-writing. 
1.4. The upliftment of the moratorium will be dependent upon the submission 
and assessment of the sample Job Descriptions for each Municipality.   
 
The above measures are critical especially if we want to uphold the integrity of the 
T.A.S.K Job Evaluation System and the Project. 
 
Brian Singh  
                                                
 
